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Emergent telecommunications tools are altering the nature of communication in
academic and in clinical practice. As with many fields, innovations in healthcare are
made possible by a vast range of technological tools including the Internet, local and
wide area networks, cloud computing, Bluetooth technology, cell phones, global
positioning systems, Wi-Fi, personal digital assistants, smartphones, and tablet
computers. With the emergence of Web 2.0 (the second generation of the Internet),
a dynamic interconnectedness is now available through online communities, wikis,
blogs, and social networking which potentially link consumers and providers on
health-related topics. Technologies that support telehealth make it possible for
patients and providers to interact from a distance when in person meetings are not
feasible. How we work, communicate, and learn is changing as a result of readily
accessible and reliable technology. For example, video conferencing offers the
potential for assessment of student skills, at a distance, by clinical educators and
mentors or discussions between patient and provider who are physically separate. A
student can get any type of documents from any parts of the world by using his cell
phone only. Morethan ever, students and educators must gain new skills to stay
current and be effective. To harness technological changes, it is important that
students and educators increase their applied understanding of technology tools such
as hardware, software, and applications. BCPS is such an institution, which is always
working for the development of the fellows, members and trainees. This endeavour
of BCPS is forever. This Handbook of Computer & Internet, Written mostly by the
fellows of BCPS, designed in such a format that this book will help the stakeholders of
the BCPS for their personal IT development. The upcoming fellows will be immensely
benefited from this manual.
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Professor Quazi Deen Mohammad
President
Bangladesh College of Physicians and Surgeons



PREFACE

Digital literacy, now a days has become an integral part of life. Medical personnel’s,
specially the faculties and learners are to be in step with new technologies. Learning
the computers and gadget technology helps us to remain connected with the modern
world. This technical expertise is considered as a very vital skill that has to be acquired
by all professionals. Learning skills are moving towards a pen and paperless activity.
Computer literacy favored by all as it gives us the ability to duplicate editing and
expand of any matter. This power makes it indispensible and moved it beyond basic
functionality to more powerful application of literacy.

Learning methods in Medical Science are many, but E-learning rapidly replaced in the
conventional methods allowing teaches to stay connected with the learners outside
the Colleges and Universities. Medical education is now a well structured tool to
implement its goals with the help of computer literacy. Another advancement of
training monitoring is e-logbook which is computer based replacement for traditional
paper based logbook. It provides transparency and information sharing between
trainees and trainers as well as monitoring institute as BCPS. BCPS has advanced with
all these programs and hoping to launch it as early as possible time.

We are well convinced about keeping Fellows of BCPS updated with latest development
in Medical Science, without which a Fellow cannot claim as safe personnel’s with
adequate clinical acumen. BCPS always belief in maintain the high quality of its Fellows
in all relevant filed which is current world demand from any medical specialist.
Considering this philosophy, College has launch to the training course on computer
literacy. The wise Council of the College makes it mandatory for all future Fellows. Our
efforts will be successful if this manual becomes worthy in the practical field of
upcoming Fellows of the Bangladesh College of Physicians and Surgeons.

Hry

Professor Md. Billal Alam
Honorary Secretary
Bangladesh College of Phsicians and Surgeons




NOTE FROM THE EDITORIAL DESK

Computer and Internet are the integral part of professional life of the physicians of
this time. Medical records are becoming computer based, diagnostic and monitoring
devices work principally by applying computer technology and computer based
decision support systems assist clinicians in their clinical practice. Practically,
computer applications have moved away from the administrative and personal use,
and now are pervasive in the professional field.

We have tried to prepare this handout focusing on the principles of computing and
Internet. As you read this handbook, you will learn simple principles and techniques
that will help you to accomplish your professional responsibilities more efficiently.
This handbook and training might inspire you to make amazing creative leaps. You will
find yourself more confident, updated and responsive; responding promptly,
accurately and scientifically to the critical challenges related to medical care, teaching
and research.

Please note that the editors and contributors are not expert on computer or Internet,
essentially they have experience of using computer and Internet for their professional
need. Consequently the handbook is principally written with the viewpoint of doctors,
teachers and researchers and their professional requirements in mind, ignoring the
detail technical explanation, which might create some barriers on understanding of
the handbook. The editors and contributors have taken care to ensure that the
information provided in the handbook is in conformity to the most popular version of
the application programs. However, participants/readers are advised to confirm that
they are using the mentioned version of the software. Otherwise, it would be suitable
for the readers to update their knowledge and skill by using Help menu of the newer
version programs.

You already know that BCPS is deeply invested in the future and committed to train
the postgraduate doctors, who will build the new frontiers in medical science in
Bangladesh. This is generally expected that the fellows of the college will carry
Bangladesh into the 21st century, advancing the health of our people, community and
beyond. If you enjoy the challenge of answering the unanswered question, want to
acquire the skills necessary to be a first-rate physician in the 21st Century, and seek an
environment where you will be able to learn, apply and disseminate the recent
advances in medicine, we encourage you to start using computer and information
technology.

Professor Md. Sayedur Rahman
Md. Fazal Naser
Professor S.M. Saidur Rahman Mashrey



HOW THIS BOOK IS ORGANIZED

This handbook tried to teach the basic skills of using computer and Internet in every day
professional life of a physician. Certainly a basic theoretical knowledge will be required to
understand how the computer and the Internet work and what are the different terminologies

we should know to understand their work.

All of us have seen that the computer has a physical backbone in which some instructions or
software are loaded to make the computer work. This physical backbone is called hardware.
The software is of two types, viz. operating system and application program. This book will

begin through a nutshell discussion on hardware and software.

Then, the book will concentrate to teaching basic computing skills, i.e., to enable the
participants acquire the skills on operating system. Take this teaching seriously, because half of
your training will be fulfilled through mastering the operating system. On completion of the
operating system, we will move on to application programs. This handbook incorporates the
most common application programs, viz. Microsoft Word 2010 for word processing; Microsoft
Excel 2010 for spreadsheet analysis, and Microsoft PowerPoint 2010 for presentation. Finally

you will learn how to use email and internet.



SOME HEALTH TIPS

Repetitive Strain Injury or RSI
Constant use of the keyboard or mouse can cause RSI. Take regular breaks while working with
computer. You may use soft pad to rest your arms on.

Avoid straining your eyes from monitor
Don't work for long in a single sitting. Adjust brightness of monitor screen to best suit your
eyes. Try to use LCD monitor if possible.

Maintain healthy posture

Sit straight. Better use a computer chair specially designed for computer work. Keep the
monitor at eye level. The wrist should be placed straight as far as possible. Try to use footrest.
Stop frequently and walk a bit around before resuming work.

PR
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The Physical Component of Computer

The physical components of computer are collectively called hardware. These can be divided in
three units:

® Input unit
® Output unit
® System unit

Computer

Desktop Computer (System Linit)

Flat-panel Display (Qutput Device)

Speaker (Output Device)

Eeyboard (Input Device) Mouse (Input Device)

Input unit

Input unit is comprised of those devices that are used to provide instructions to computer.
Example: Mouse, Keyboard, Scanner, etc.




Keyboard Scanner

Output unit
Output unit is comprised of those devices that are used to view the output as a result of input
given to the computer.

Example: Monitor, Printer, etc.

Monitor Printers

System unit

The parts of computer through which instructions are processed and results are generated. The
skeleton of the system unit is Mother Board. It is a printed circuit board on fiber glass. It has got
many sockets or points to fix different components. The main components of system unit are:
Central Processing unit (CPU), Storage unit and Memory unit. The components of system unit
are encased in a metallic or plastic box popularly known as casing.

Casing

CPU

CPU stands for Central Processing Unit. Its other name is processor. It is considered as the brain
of the computer because whole of the processing is done here. Some of the major
manufacturers of processors are viz. Intel, AMD, NVIDIA, Motorola etc. The earlier generation
Intel processors are Intel Celeron, Intel Dual Core, Intel Core 2 Duo, etc. The current ones are
much more advanced like Core i7, Core i5, Core i3 etc. The current AMD processors are Phenom
Il X4, Phenom Il X6, Athlon 64 X2 etc. The Apple Machintosh computers use motorola
processor.




Storage
The information in a computer remains stored in storage unit. The information may be any data
or program.

Storage units include:

® Hard disk drive (HDD)

® Pendrive

® Compact disk drive (CD ROM) or CD Write drive
® DVD ROM or DVD write drive

A drive is a computer device where informations are saved. Every drive has fixed space or
capacity to store information. Information can be text, image, audio or video. As we put
information in the drive, the storage capacity is gradually occupied until the whole disk capacity
is filled up. We can ‘delete’ or in other word ‘remove’ some or all informations to make empty
space for new information. Informations can be transferred from one type to other type of
drive i.e. from hard disk to pen drive.

How do we calculate storage capacity?

The storage capacity of computer is measured in bits or bytes. The bigger units are kilobyte,
megabyte, gigabyte, and terabytes. Computer represents everything by binary (two) digits, 0
and 1. Each is called bit. 0 means off (there is no electricity in circuit) and 1 mean on (there is
electricity in circuit). Each character which we type by key board is of 8 bits, where 0 and 1 can
be in any combination and distribution. It means that there can be seven 0 and one 1; or seven
1 and one 0; or four 0 and four 1; or in other distribution to a total of eight. There
arrangements can be in any combination. But, to represent a specific character say "A" the
distribution and combination of 0 and 1 will be fixed and specific.

8 bits equals 1 byte. It means that any character occupies space of 1 byte. In fact when we press
any key from key board, say, paragraph key, space key, any character or number key, each key
stroke will use 1 byte.

To type a document, we use hundreds or thousands of key strokes. To ease measuring the
space occupied in such situation, we use prefixes like kilo, mega, giga or tera just like we use
while measuring weight or length.



Here is the summary of the conversion system:

8 bits = 1byte

1024 byte = 1KB (kilobyte)
1024 KB = 1 MB (megabyte)
1024 MB = 1GB(gigabyte)
1024 GB = 1TR (terabytes)

Why 1024 in stead of 10007?
Conventionally we use kilo in metric system. Kilo means 1000. This is decimal system where

base is 10 and it uses multiples of 10 as 10". Example: 10%is 1000.

Computer uses binary system (for binary digits 0 and 1). Here base is 2 and uses multiples of 2",
10

Example: 2 is 2x2x2x2x2x2x2x2x2x2=1024.

Hard Disk Drive (HDD)

hard disk drive (HDD), hard disk, hard drive or fixed disk is an electromechanical data storage
device that uses magnetic storage to store and retrieve digital information using one or more
rigid rapidly rotating disks (platters) coated with magnetic material. The platters are paired
with magnetic heads, usually arranged on a moving actuator arm, which read and write data to
the platter surfaces. Data is accessed in arandom-access manner, meaning that
individual blocks of data can be stored or retrieved in any order and not only sequentially. HDDs
are a type of non-volatile storage, retaining stored data even when powered off.
Hard disk is a large storage device assembled in system unit. Usually this is the place where the
operating system, application programs, games, databases, etc. are stored.

Hard disk is much faster than other storage devices. Hard disk also holds much more data than other
storage devices. Storage capacity of hard disk drive increased immensely from 3.65 Megabyte (in 1957)
to 14 Terabytes (in 2017) .

Pen drive

Pen drives are memory sticks with clips like pen. This can be kept in pocket and used as locket.
Capacity of pen can be many hundred times of zip disk (256 MB to 4GB). This can be read or
written through universal serial bus (USB) ports which are common in all computers for
connecting various devices.




Compact disk drive (CD ROM) or CD Write drive / DVD ROM or DVD write drive

Most computers are now supplied with a CD (Compact Disk) drive or a DVD drive. These drives
are used to Read/Write data on CD or DVD. The CD/DVD drive which can only read data from is
called ‘CD-R or DVD-R drive. There are CD or DVD drives which can both read and write data on
CD. These are called ‘CD-RW drive’ or 'DVD-RW drive'.

CD or DVD is a circular thin plastic disk of 4.5 inches diameter with huge storage capacity.
Storage capacity of CD is 750 MB. Its data life is claimed to be over 100 years if used with care.
The DVD has at least 4 times storage capacity (2GB) than CD. The CD or DVD discs are only one
time writable or re-writable. All DVD ROM/Write drive can read both DVD and CD. There are
some COMBO drives. They can read both CD and DVD but can write only to CD.

R

Memory units
There are two types of memory units: ROM (Read only memory) and RAM (Random access
memory).

When we add a device to a computer, the information about the device is added with computer
memory. The information about the device is written on the chip of the device itself from which
the computer reads and adds to its list. Unless the computer components are changed, this
information can not be changed. Thus, this information is permanently written in the computer
memory which can only be read. This memory is called ROM. The information in ROM is stored
in BIOS (basic input output system) of mother board.

RAM is another type of memory. It is a virtual and temporary storage device which carries
information between storage unit and CPU. During our work in computer, the information is
temporarily stored in RAM and output is shown on monitor. When we save information, it is
saved in the permanent storage device, viz., in hard disk or pen drive. If we don’t save and turn
off the computer, the information is erased and we can not retrieve it any more. The larger is
the size of RAM, the faster is the processing power of computer. RAM is available 8 GB to 256
GB module and can be fixed with the mother board. The minimum requirement of RAM to run
Windows XP operating system in a computer is 128 MB.

Mother board

For a Pentium a processor, a latest or near latest Pentium mother board should be purchased
which has plug and play (PnP) capability. PnP means it will quickly recognize any new hardware
fixed with the mother board. Mother boards have buses to hold RAM and certain Cards. Cards
are also printed circuit boards fixed to mother board perpendicularly in the buses. Display cards



(for viewing object on monitor) or internal modem card (for telephone communication) are
examples of computer cards. The modern mother boards come with built in display and sound
cards. However, additional cards for display and sound enhance the display and sound quality.
Mother board fixes the key board controller, HDD, FDD, CD-ROM and their controllers,
processor, different cards, registers, CMOS battery, etc. Buses are data communicating device.
Also long flat data cables are used to communicate data between HDD, FDD, CD-ROM, etc. with
mother board.

Morthbridge (with heatsink} Southbridge

IDE Connector (x2)
DRAM Memory Slot {x2)

20-pin ATX Power
Connector

PCI Slot (x5)

CMOS Backup
Battery

CPU Fan &
Heatsink
M:ulntmg Connectors For
oirs Integrated Peripherals
PEE el s Mouse. Sera Port.
CPU Socket Paralel Port 4558 fob) Efermet. Audio 1z
Casing

The mother board and all the components which are fixed with it are encased in a metallic or
plastic jacket or casing. The whole system is called system unit. The casing has a power supply
unit with many internal output cables which are used to supply power to all mother board
components separately. The current casing model is based on ATX power supply system. The
front of the casing has Power switch, Reset button (to restart computer without interrupting
power supply), Disk activity light, USB ports, Audio jacks, etc. The rear panel has Power in and
out sockets, Serial port for mouse (COM port), Monitor port, Parallel port for printer (LPT), Key
board port, USB ports, Fan housing, etc. The rear panel also has several screw-fixed small
metallic bars. Any or all of them may be removed to make an opening in the rear panel so that
an internal card may be connected with an out side cable. Such an opening is called slot.




Fixing a computer

A computer system typically has a system unit (put in casing), a monitor, a key board, a mouse,
a set of speakers, a printer, etc. These units need to be connected with cables. Fortunately each
end of any cable is uniquely designed and matches with no more than only one port or socket.
This allows any lay user to fix the cables with their right parts easily and without any mistake.
Select a suitable location for the computer in your room and place all components comfortably.
Try to connect the cables where they exactly fit. You will need to fix one end of each of the
computer and printer power cables to wall outlet. When you will find no end of any cable
unfixed, you may safely assume that your computer has been perfectly connected.

Cards

® Video Card or display card
To enhance display quality of monitor, you can buy additional video card to fix to the bus of the
mother board. Usually all mother boards come with in built video card with a port to attach
monitor cable with it. If you don't do any high end graphical or video works, you usually don't
need to buy extra video card.

® Sound Card
To enhance sound quality of monitor, you can buy additional sound card to fix to the bus of the
mother board. Usually all mother boards come with in built sound card with jacks to attach
speaker and microphone. If you don't use high end audio files, you usually don't need to buy
extra sound card.

® Printers
Printer can vary from dot matrix printer to laser printer. For crisp and low cost printing a low
cost laser printer would always be the best choice. For a extremely low cost printer for very
infrequent printing job as home job, an inkjet color printer would be ideal. But, its printing cost
is high and ink dries up on time. There are now smart photo printers which use inkjet or
thermal printing technology. For low cost form printing, dot matrix printer can be an alternative
choice. In a big office, color laser printer may be an option. In a network environment, one
printer can serve all users if the printer is connected to the computer network.
To save paper cost, one may choose automatic duplex printer which can print on both sides of
paper in the same printing session. Although most printers come with ability for manual duplex
printing, this is not convenient for the user.
To print drawings or banners on large paper or PVC sheet, an office can think of buying a
plotter.

s

Laser printer Inkjet printer



Software

A computer needs some knowledge to work properly. The knowledge is given in specific forms
of data which are called Software or Programs. Software are nothing but some typing
characters stored in ROM, hard disk, CD, floppy disk, and temporarily in RAM, etc. Software can
be compared with information stored in brain or in an audio or video cassette. In these cases,
the brain and the audio or video cassette may be regarded as hardware. Not all information or
data stored in computer are software. For example, the data for this book in computer are
simply information or data. Software or Programs are also information, but these are capable of
doing some specific jobs in computer. For example, to type this book, we will need word
processing software. Software or programs are of two types: Operating system and Application
programs.

® Operating system (OS)
It is a program or software which helps in running the computer and communicating data
between its different parts. Without operating system, a computer or any application program
cannot run. Examples of OS are Windows XP, Windows Vista, Windows 2003 Server, UNIX,
LINUX, etc. When you start your computer, the operating system is loaded automatically.

® Application program
Application program helps to do some specific jobs with computer. For example, Microsoft
Office 2007 which consists of a group of programs, such as, Word 2007 (for word processing),
Excel 2007 (for spreadsheet), Access 2007 (for database), PowerPoint 2007 (for presentation),
Outlook 2007 for personal diary and communication. SPSS is for data analysis in a research
project. Internet Explorer is for browsing Internet. Adobe Photoshop is for drawing and image
editing.



Know your Keyboard

The keyboard is a rectangular piece of input device. It has many keys to press for inserting type
characters or giving commands to computer.

The keys are organized in different sections
Escape key: The top and most left key is <Esc> key.
Function keys: In the same row, there are 12 function keys (F1-F12).

Character keys: Behind the function keys, there is a big chunk of many keys. These are mainly
<typing> keys or character keys and some special keys.

Cursor movement keys: To the right side of character keys, are two sets of keys, used mainly
for cursor movement.

Numerical keys: To the extreme right of the key board is the numeric key pad which is
convenient to work with numerical data.

Key board control keys: On the top of cursor movement and number keys are <Print screen>,
<Scroll lock> and <Num lock> keys.

Functions of the specific keys

First row
<Esc> To cancel previous command or to exit any application.
<F1-F12> Function of each key is program specific.

<Print screen> Copies image of the computer monitor in computer memory for further
processing.

<Num lock> Locks numeric keys.

Typing keys: Mostly used for typing purpose, such as, alphabets, numeric characters or stop
signs. Alphabet keys give both lower and upper case characters. To get upper
case, hold down the <shift> key and press the desired alphabet key. Then,
release both. Alternately press <Caps lock> and then the desired keys. Certain
keys have 2 rows of characters. To get upper characters, hold down <shift> key
and press that key. To get lower character, press only that key without pressing
<shift key>.



Special keys
<Tab>

<Caps lock>

<Shift>

<Ctrl>

<Alt>
<#>
<Space bar>

<Enter>

Moves cursor to specified distance.
Locks the alphabets to upper case.

Holding down <shift> key and pressing other key gives upper case or upper row
characters.

Results in specified function if pressed in conjunction of other key for specified
function.

Same as <Ctrl> key.
Activates Start button of Windows.
Gives space between words or characters.

Starts new paragraph in document. Indicates OK or permission for executing
any command.

Cursor movement keys

<Home>
<End>

<Page Up>
<Page down>
<Arrow keys>
Deleting keys
<Backspace>
<Delete>

<Insert>

Moves cursor to beginning of line.
Moves cursor to end of line.
Moves cursor one page up.
Moves cursor one page down.

Moves cursor by one character left or right or by one line up or down.

Deletes characters towards left side of cursor.
Deletes characters towards right side of cursor.

Types over the character where the cursor remains.
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Starting your computer:

This lesson will tell you how to turn ON your computer. To learn it, first ensure that your
computer and monitor are connected. The power cables are connected to the wall power
source and the main power switch is turned on.

Turn ON your monitor
Find the Power switch of your monitor. Press this button to turn the Monitor ON.

Note: The power switch may be already turned on. If so, the monitor will show a green light,
if both computer and monitor remain turned on. If only monitor is turned on, it will show
brown light.

Turn ON your computer
Press the power switch of your computer. Windows 10 will be automatically started.

[ )
A

Signing into Windows 10

You'll probably be asked to create a Microsoft account the very time you use Windows 10 (if
you don't have one already). From this point on, whenever you turn on the computer, you'll
need to sign into that account. To do this, type your password into the box and press Enter.

-

Julia Fillory

P o e i € o




Know the Desktop

Once you've signed in, the first thing you'll see is the desktop. You can think of the desktop as
the main workspace for your computer. From here, you can view and manage your files, open
applications, access the Internet, and much more.

Rec ycle bin Desktop Background

2 i

Start Button Taskbar Date and Time Settings

Recycle Bin: When you delete a file, it is moved to the Recycle Bin. This allows you to recover
the file if you change your mind. To permanently delete the file, you will need to empty the
Recycle Bin.

Folders on the Desktop: You can keep folders, files, and shortcuts on the desktop so they'll be
easily accessible.

Open Folders: When you double-click a folder, it will open in a specialized program called File
Explorer (also known as Windows Explorer). This allows you to navigate to the specific folder or
file you want.

Desktop Background: The desktop background, or wallpaper, allows you to personalize your
computer. You can choose a built-in background or use one of your own images.

Start Button: In Windows 10, Windows 7, and earlier versions, you'll click the Start button to
open the Start menu. In Windows 8, you'll click the Start button to return to the Start screen
Taskbar: The taskbar contains shortcuts to applications, the date and time, and more. When
you open a program or file, it will appear on the taskbar, and you can easily switch between
different programs by selecting them on the taskbar.



Shortcuts on the Taskbar: Some programs will have shortcuts on the taskbar for easy access. In
this example, there are shortcuts to Internet Explorer, File Explorer, and Windows Media
Player.

Date & Time and Settings: On the right side of the taskbar, you will see the date and time.
There will also be shortcuts to different settings, like Internet settings and sound volume.

Working with applications:

An application—also known as aprogram—is a type of software that allows you
to complete tasks on your computer. Windows comes with many built-in applications you can
use. For example, if you want to browse the Internet, you can use Microsoft
Edge (or Internet Explorer if you're using Windows 8 or earlier).

® To open an application:

1. Using your mouse, click the Start button, then select the desired application. If
you don't see the one you want, click All Programs to see a complete list of
applications. In our example, we'll open Microsoft Edge.
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2. The application will appear in a new window.

Where to next?

o

. X
o

> bikelis off the deep end

Working with windows:

Whenever you open a file, folder, or application, it will appear in a new window. You can have
multiple items open at the same time in different windows. You'll use windows all the time, so
it's important to know how to switch between open windows, how to move and resize

windows, and how to close windows when you're done using them.

In Windows 8, some programs will open on the Start screen, not the desktop. If you're using
Windows 8, note that the information below applies only to windows you have opened on the
desktop.

® Parts of a window

You'll see the same three buttons in the upper-right corner of almost every window. These
buttons allow you to perform several functions, including these below.

® Click the Minimize button to hide the window. The window will be minimized to
the taskbar. You can then click the icon for that window on the taskbar to make
it reappear.
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o Click the Maximize button to make the window fill the entire screen.
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o If the screen is maximized, the Maximize button will be temporarily replaced by
the Restore button. Just click it to return the window to its original size.

— =
. @

e Click the Close button to close the window.
— | q

Working with Files and Folders:
® What is a file?

There are many different types of files you can use. For example, Microsoft Word documents,
digital photos, digital music, and digital videos are all types of files. You might even think of a
file as a digital version of a real-world thing you can interact with on your computer. When you
use different applications, you'll often be viewing, creating, or editing files.

Files are usually represented by an icon. In the image below, you can see a few different types
of files below the Recycle Bin on the desktop.



You'll use the File Explorer to manage your files and folders. To open File Explorer, click the File
Explorer icon on the taskbar or double-click any folder on your desktop.
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® To open afile:

There are two main ways to open a file:Find the file on your computer and double-click it. This
will open the file in its default application. In our example, we'll open a Microsoft Word
document (Bdaylnvites.docx), which will open in Microsoft Word.

E1 E'l = | Documents — O e
Home Share Wiew 9
<« il @ > ThisPC » Documents » ~ O Search Documents 2
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# Quick access
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E Videos

@ OneDrive

E

Budget Cowver Letter

E This PC
I Cesktop

i"_::] Decuments
w

3 items 1 item selected 11.0 KB

® What is a folder?

Windows uses folders to help you organize files. You can put files inside a folder, just like you
would put documents inside a real folder. In the image below, you can see some folders on the
desktop.

® To create a new folder:

1. Within File Explorer, locate and select the New folder button. You can also right-
click where you want the folder to appear, then select New > Folder.
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2. The new folder will appear. Type the desired name for the folder and press Enter. In our
example, we'll call it School Documents.

= | Documents — O >
Home Share Wiew a
\ v @ » ThisPC » Documents » v O Search Documents el
~ SE SE = a
3 Quick access = == =
[ Desktop »
Custom Office Motes Resurnes Scanned Docs
* Downloads T
emplates
%] Documents o : ) )
[ I I
[&=] Pictures -+ | —— | 1 —
Resurnes "
B Videos Bdaylnvites Cover Letter
@ OneDrive
E This PC
[ Desktop
"'_|j:" Documents School
- w DocurnentsT

Gitems 1 itemn selected

3. The new folder will be created. You can now move files into this folder.



©® To copy and paste files or folder:

You can use the cut, copy, and paste commands for a variety of tasks on your computer. For
example, if you wanted to create a duplicate copy of a file, you could copy it from one folder to
another.

1. Right-click the file and select Copy from the menu that appears. You can also
press Ctrl+C on your keyboard.
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2. Locate and right-click the new location, then select Paste. You can also
press Ctrl+V on your keyboard. In our example, we'll paste the file to
the desktop.
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3. The duplicate file will appear. Notice how the original file has not been moved or
changed. Also, note that if you make a change to the original file, it
will not update any copies of that file.
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Shutting down your computer:

When you're done using your computer, it's important to shut it down properly. To do this,
click the Start button, then choose Power > Shut Down.
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Power
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Introduction to word

Before you begin creating documents in Word, you may want to set up your Word
environment and become familiar with a few key taskssuch as how to

Quick Access toolbar

File tab Title bar

Ribbon Rulax Help

A

) 4 v : | &0 |
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View buttons Zoom control

Status bar Document area

minimize and maximize the Ribbon, configure the Quick Access toolbar, display the ruler, and
use the Word Count and Zoom tools.



Tabs:
The Ribbon has seven basic options across the top. Each termed as TAB which represents an ac-
tivity area.

1) Home
2) Insert

=

Page Layout
References
Mailings
Review

7) View

Home | Insert  Page Layout References  Mailings  Review  View

&7

—_ e~ o~~~ o~~~
(&) &
- =

Setting up your word environment

To minimize and maximize the Ribbon:
The Ribbon is designed to be easy to use and responsive to your current task; however, you
can choose to minimize it if it's taking up too much screen space.
1. Click the arrow in the upper-right corner of the Ribbon to minimize it.
2. To maximize the Ribbon, click the arrow again.
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g 9 | styles = [:& Select -
tyles P Editing

Minimize the Ribbon (Ctrl+F1)

Show only the tab names on the
Ribbon.




To add commands to the Quick Access toolbar:
1. Click the drop-down arrow to the right of the Quick Access toolbar.

2. Select the command you want to add from the drop-down menu. It will appear

in the Quick Access toolbar.
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Show Below the Ribbon

The Ruler is located at the top and to the left of your document. It makes it easier to adjust

your document with precision. If you want, you can hide the Ruler to free up more screen

space.




To hide or view the Ruler:
1. Click the View Ruler icon over the scrollbar to hide the ruler.
2. To show the ruler, click the View Ruler icon again.
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To create a new blank document:
1. Click the File tab. This takes you to Backstage view.

2. Select New.

3. Select Blank document under Available Templates. It will be highlighted by
default.
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4. Click Create. A new blank document appears in the Word window.




Task:
e Open Word 2010 on your computer. A new blank document will appear on the

screen.
o Make sure the Ribbon is maximized.

Display the Ruler.

e Add any commands you want to the Quick Access toolbar.

¢ Close Word without saving the document.

How to open Microsoft Word 2010
Step 1 - Click the Start button.

Step 2 - Search for Microsoft Office from the submenu and click it.

Step 3 - Search for Microsoft Word 2010 from the submenu and click it.
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Basic file operations

1. New:
This option is used to create new blank document, covering letter, Resume and many
more different text formats. You can access this option in Office Button list.

2. Save:
By default, save option saves the document in Word 2010 format with (.docx)

extension. How- ever you can change the format to .doc in compatibility setting.

3. SaveAs:
Save as Saves the document with new name, new extension or at new location.

4. Close:
Close option is used to close the open file, you can close the file by selecting “Close”
from office button list or click on Cross button from right top of the screen.

5. Open:
Open option is helpful to open the saved file.

6. Print:
Print option offers to get the document printed. It also gives the facility to view the
documents before applying the print command.

Text Basics (Word 2010)

Introduction

It is important to know how to perform basic tasks with text when working in a word
processing application. learning the basics of working with text - insert, delete, select, copy,
paste, drag and drop text.

To insert text:
1. Move your mouse to the location where you want text to appear in the
document.

2. Click the mouse. The insertion point appears.

Insertion point

3. Type the text you want to appear.



To delete text:
1. Place the insertion point next to the text you want to delete.

2. Press the Backspace key on your keyboard to delete text to the left of the
insertion point.

3. Press the Delete key on your keyboard to delete text to the right of the insertion
point.

To select text:
1. Place the insertion point next to the text you want to select.

2. Click the mouse. While holding it down, drag your mouse over the text to select
it.

3. Release the mouse button. You have selected the text. A highlighted boxwill
appear over the selected text.

Executive Summary

January 2010 has been a profitable month and the company has shown growth in many arenas.
Ad sales are up by 23% and capital expenditures have decreased since 4™ quarterin the Sales
Department. The sales team hired a new design specialist, the role of VP of sales was filled, anew sales
chief position was created, and the sales team accrued 14 new clients, including one national chain.
Additionally, online ad sales doubled since July of last year. Statistics indicate thatsales in most markets

increase with the use of online ads and our clients are readwsg those statistics and respondingto them.
Marketing trends indicate that this growth will continue.

When you select text or images in Word, a hover toolbar with formatting options appears.
This makes formatting commands easily accessible, which can save you time. If the toolbar does
not appear at first, try moving the mouse over the selection.
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To copy and paste text:

1. Select the text you want to copy.

2. Click the Copy command on the Hometab. You can also right-click your
document and select Copy.
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3. Place your insertion point where you want the text to appear.

4. Click the Paste command on the Home tab. The text will appear.

To drag and drop text:
1. Select the text you want to copy.

2. Click and drag the text to the location where you want it to appear. The cursor
will have a rectangle under it to indicate that you are moving text.

As the popularity of the Internet continues to grow,
affordable access is becoming a necessity. WebDen
provides people with the ability to access the
Internet in a social environment. People of all ages
and backgrounds are welcome to enjoy the quirky,
upscale, and innovative environment that only
WebDen provides. Coffee, entertainment, and the
Internet together form an engaging social scene. |

B,

3. Release the mouse button, and the text will appear.

If text does not appear in the exact location you want, you can click the Enter key on your
keyboard to move the text to a new line.




Task:

Open an existing Word document.
Select a sentence.

Copy and paste the sentence from one location in the document to another.

Select another sentence.

ARSI A [

Cut and paste the sentence to another location in the document.

Saving Documents

Introduction

It's important to know how to save the documents you are working with. Frequently saving
your documents prevents you from losing your work, and using Save As allows you to edit a
document while leaving the original copy unchanged.

There are several ways to share and receive documents, which will affect how you need to save
the file. Are you downloading the document? Saving it for the first time? Saving it as another
name? Sharing it with someone who doesn't have Word 2010? All of these factors will affect
how you save your Word documents. In this lesson, you'll learn how to use the Save and Save
As commands, how to save as a Word 97-2003 compatible document, and how to save as
a PDF.

How to Save Documents
To use the Save As command:

Save As allows you to choose a name and location for your document. It's useful if you've first
created a document or if you want to save a different version of a document while keeping the
original.

1. Click the File tab.

2. Select Save As.
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3. The Save As dialog box will appear. Select the location where you want to save

the document.

4. Enter a name for the document, then click Save.
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To use the Save command:

1. Click the Save command on the Quick Access toolbar.
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2. The document will be saved in its current location with the same file name.

If you are saving for the first time and select Save, the Save As dialog box will appear.

Using the Save command saves the document in its current location orin
my Document folder

To save as a Word 97-2003 document:
1. Click the File tab.

2. Select Save As.

3.

Task:

e

{~ Hide Folders PDF

In the Save as type drop-down menu, select Word 97-2003 Document.
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Select the location where you want to save the document.

Enter a name for the document, then click Save.

Open an existing Word document.

Using Save As, save the document with the file name trial.
Close the document.

Open another existing Word document.

Save the document so it is compatible with Word 2003.

Close the document.



Working with hyperlinks

Introduction :

When you're online, you use hyperlinks to navigate from one webpage to another. Sometimes a hyperlink
will link to a different section of the same page. If you want to include a web address or email address
in your Word document, you can format it as a hyperlink for someone else to click.

In this lesson, you will learn the basics of working with hyperlinks, including how to insert and remove

them from your Word document.

Hyperlink:

Hyperlink is a versatile feature, which gives the ability to create links with different files or links with the
Web sites etc. To create the link follows the following steps

To insert a hyperlink:

1. Select the text or image you want to make a hyperlink.

2. Right-click the selected text or image, then click Hyperlink. You can also
right-click in a blank area of the document and click Hyperlink.

3. The Insert Hyperlink dialog box will open. You can also get to this dialog
box from the Insert tab by clicking Hyperlink.

4. Using the options on the left side, you can choose to link to
a file, webpage, email address, document, or a place in the current
document.

5. Ifyou selected text, the words will appear in the Text to display: field at
the top. You can change this text if you want.

6. Type the address you want to link to in the Address: field.




-

=

Insert Hyperlink
Link to: t_l'exttcdisplav:lblog |‘! ScreenTig. ..
I\ =]
Look in: Lette;
e | % [ Leties =] @
Web Page Bookmark...
Current =
75
Place in This
Document Browsed
Pages
|
Create New Recent
Document Files
lI.'ﬂux:ln:lrgss: |http:h'nlog.gcﬁearnﬁ'ee.org,-1 El |
E-mail Address |~
[ ok || cancel

7. Click OK. The text or image you selected will now be a hyperlink.

More on our blog.

To remove a hyperlink:

1. Right-click the hyperlink.

2. Click Remove Hyperlink.
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After you create a hyperlink, you should test it. If you have linked to a website, your web browser should
automatically open and display the site. If it doesn't work, check the hyperlink address for misspellings.

Cross-reference:

A cross-reference allows you to link to other parts of the same document. For example,
you might use a cross-reference to link to a chart or graphic that appears elsewhere in
the document. The cross-reference appears as a link that takes the reader to the
referenced item.

If you want to link to a separate document you can create a hyperlink.

Create the item you're cross-referencing first

You can't cross-reference something that doesn't exist, so be sure to create the chart,
heading, page number, etc.,, before you try to link to it. When you insert the cross-
reference, you'll see a dialog box that lists everything that's available to link to. Here's an
example.

Reference type: Insert reference to:
| | Heading tex v]

E Insert as hyperlink Include abowve/below

Separate numbers with

For which heading:

Create a cross-reference
Insert a cross-reference
Remove a cross-reference




Insert the cross-reference

1.

In the document, type the text that begins the cross-reference. For example, "See
Figure 2 for an explanation of the upward trend."

2. On the Insert tab, click Cross-reference.

3.

% Hyperlink
[® Bookmark
\-F|Cross-reference

Links

In the Reference type box, click the drop-down list to pick what you want to link

to. The list of what's available depends on the type of item (heading, page number,
etc.) you're linking to.

Reference type:

MNumbered item

Numbered item s
Bookmark

Footnote

Endnote

Eauation w

In the Insert reference to box, click the information you want inserted in the
document. Choices depend on what you chose in step 3.

Insert reference to:
Heading text W

Heading text

Page number

Heading number

Heading number (no context)
J{Heading number (full context)
Above/below

In the For which box, click the specific item you want to refer to, such as "Insert
the cross-reference."

To allow users to jump to the referenced item, select the Insert as hyperlink check
box.



Insert reference to:
EI | Heading text
Insert as hyperlink Indude above/oelow

Separate numbers with

For which heading:

Create a cross-reference
Insert a cross-reference
Remowve a cross-reference

Insert the cross-reference

7. If the Include above/below check box is available, check it to include specify the
relative position of the referenced item.
8. Click Insert.




Printing

Introduction

Once you complete your document, you may want to print it for various reasons. This lesson
covers the three basic features of printing in Word including Print Preview, Quick Print, and

traditional Print.
Printing

To view the Print pane:

1. Click the File tab to go to Backstage view.

2. Select Print. The Print pane appears, with the print settings on the left and
the Preview on the right.

Click the buttons in the interactive below to learn about the Print pane.
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To print:

1. Go to the Print pane.

2. If you only want to print certain pages, you can type arange of pages.
Otherwise, select Print All Pages.



3. Select the number of copies.

4. Check the Collate box if you are printing multiple copies of a multi-page
document.

5. Select a printer from the drop-down list.

6. Click the Print button.

1. Open an existing Word document.
2. Preview the document in the Print pane.

3. Print two copies of the document

Word Basics :

Formatting Text

Introduction

To create and design effective documents, you need to know how to format text. In addition to
making your document more appealing, formatted text can draw the reader's attention to
specific parts of the document and help communicate your message.

In this lesson, you'll learn to format the font size, style, and color; highlight the text; and use
the bold, italic, underline, and change case commands.

To create and design effective documents, you need to know how to format text.

e Open an existing Word document.

e Select a sentence.

e Copy and paste the sentence from one location in the document to another.
e Select another sentence.

e Drag and drop it to another location in the document.

e Select the entire document.

e Change the font style, size, and color.




To change the font size:

1. Select the text you want to modify.

2. Click the drop-down arrow next to the Font Size box on the Home tab. A drop-
down menu appears.

3. Select the desired font size from the menu. Alternatively, you can type the value
you want and then press Enter on your keyboard.
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You can also use the Grow Font and Shrink Font commands to change the size.
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To change the font style:
1. Select the text you want to modify.

2. Click the drop-down arrow next to the Font box on the Home tab.
The Font drop-down menu appears.

3. Move the mouse pointer over the various fonts. A live preview of the font will
appear in the document.
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4. Select the font you want to use. The font will change in the document.

To use the bold, italic, and underline commands:
1. Select the text you want to modify.

2. Click the Bold, Italic, or Underline command in the Font group on the Home tab.
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To change text case:
1. Select the text you want to modify.

2. Click the Change Case command in the Font group on the Home tab.

3. Select the desired case option from the list.
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To change text alignment:
1. Select the text you want to modify.

2. Select one of the fouralignment optionsfrom the Paragraph group
the Home tab.

e Align Text Left: Aligns all selected text to the left margin
o Center: Aligns text an equal distance from the left and right margins
« Align Text Right: Aligns all selected text to the right margin

e Justify: Aligns text equally on both sides and lines up equally to the
right and left margins; used by many newspapers and magazines

References Mailings Review View

~ | Align Text Left (Ctrl+L) |
Align text to the left.
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Task:
1. Open an existing Word document.
2. Change the font size of some text.
3. Change the font style of some text.
4. Try various cases using the Change Case command.
5. Try the four alignment commands.

6. Save the document.

Inserting Clip Art and Pictures

Introduction

mages are a great way to liven up a document, and Word offers a few methods to insert them.
There are built-in clip art images for just about every topic, so you may be able to find a perfect
clip art image for your document. If you have a more specific image in mind, you can insert a
picture from a file.

In this lesson, you will learn how to search for and insert clip art, how to insert an image from

a file, and how to change the text wrapping settings for your images.

Working with ClipArt
To locate clip art:

1. Select the Insert tab.

2. Click the Clip Art command in the lllustrations group.
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3. The clip art options appear in the task pane to the right of the document.

4. Enter keywords in the Search for: field that are related to the image you want to
insert.

5. Click the drop-down arrow in the Results should be: field.

6. Deselect any types of media you do not want to see.

Clip Art v X
Search far:

ity e )
Results should be:

Selected media file types -

=-00 All media types
b Tlustrations

----- F'hc»tc»graphs

Videos -

7. If you also want to search for clip art on Office.com, place a check mark next
to Include Office.com content. Otherwise, it will just search for clip art on your

computer.

Clip Art v X
Search for:

ity | [Leo ]

Results should be:
‘Selected media file types |E|
%ndude Office.com content

8. Click Go.

To insert clip art:
1. Review the results from a clip art search.

2. Place your insertion point in the document where you want to insert the clip art.

3. Click an image in the Clip Art pane. It will appear in the document.
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Working with Picture
To insert a picture from a file:
1. Place your insertion point where you want the image to appear.

2. Select the Insert tab.

3. Click the Picture command in the lllustrations group. The Insert Picture dialog
box appears.
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0 Press F1 for more help.

4. Select the desired image file, then click Insert to add it to your document.




r Insert Picture u

G_O _'l 1) = My Pictures » Cityville Teachers - | 3 | | Search Cityville Teachers P |
Organize * Mew folder = - 0 @
Microsoft Word Pictures library el ks

Cityville Teachers

T Favorites f
= Libraries

Documents

J’ Music .

[ Pictures - Mordentas

B Videos
#d) Homegroup

File name: MaryJenkins ~ | Al Pictures - |
Tools

Using a Template

Introduction

A template is a predesigned document you can use to create documents quickly without having
to think about formatting. With a template, many of the larger document design decisions such
as margin size, font style and size, and spacing are predetermined. In this lesson, you will learn
how to create a new document with a template and insert text into it.

Create a New Document with a Template

To insert a template:
1. Click the File tab to go to Backstage view.

2. Select New. The New Document pane appears.

3. Click Sample templates to choose a built-in template, or select an Office.com
template category to download a template.
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4. Select the desired template, then click Create. A new document will appear

using the template you have selected.

Sample templates

Median Letter

@ Document
0 Template

Create




To insert text into a template:
Templates include placeholder textthat is surrounded by brackets. To personalize your
document, you'll need to replace the placeholder text with your own text.

Some templates simply use regular text as the placeholder text, rather than the traditional
placeholder text with brackets. In these cases, delete the text and type in your own text.

Click the text you want to replace. The text will appear highlighted, and a template tag will
appear.

Bill Hansen

(selecttheDatel ]

|{|[Type your uddress]]
[Type your phone number]
[Type your e-mail address]
[Type your website address]

1. Enter some text. It will replace the placeholder text.

For some fields, there's a drop-down arrow you can use to select information rather than type
it. For example, a date field will show a calendar so you can choose the date more easily.
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Working with Lists

Introduction
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Bulleted and numbered lists can be used in your documents to format, arrange, and emphasize
text. In this lesson, you will learn how tomodify existing bullets, insert
new bulleted and numbered lists, select symbols as bullets, and format multilevel lists.

Bulleted and Numbered Lists
To create a list:
1. Select the text you want to format as a list.

2. Click the Bullets or Numbering drop-down arrow on the Home tab.
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3. Select the bullet or numbering style you want to use, and it will appear in the
document.

4. To remove numbers or bullets from a list, select the list, then click
the Bullets or Numbering commands.

When you're editing a list, you can press Enter to start a new line, and the new line will

automatically have a bullet or number. When you've reached the end of your list,
press Enter twice to return to normal formatting.

To use a symbol as a bullet:
1. Select an existing list.

2. Click the Bullets drop-down arrow.

3. Select Define New Bullet from the drop-down menu. The Define New Bullet
dialog box appears.

[ Define New Bullet L2 [
Bullet character
(o) [oewer ] [ et ]
Alignméetit:
|Leﬂ: EI
Preview
[ Gk | [ cancel |

4. Click the Symbol button. The Symbol dialog box appears.

5. Click the Font drop-down box, and select a font.

The Wingdings and Symbol fonts are good choices because they have a large
number of useful symbols.
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6. Select the desired symbol.

7. Click OK. The symbol will now appear in the Preview section of the Define New
Bullet dialog box.

,
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Bullet character

Alignment:

Left |Z|
Preview
X
A
ey

ok || cancel

8. Click OK to apply the symbol to the list in the document.



You can use a picture as a bullet. Click the Picture button in the Define New Bullet dialog
box, then locate the image file on your computer.

To change the bullet color:
1. Select an existing list.

2. Click the Bullets drop-down arrow.

3. Select Define New Bullet from the list. The Define New Bullet dialog box
appears.

4. Click the Font button. The Font dialog box appears.

5. Click the Font Color drop-down box.

Font Advanced

Font: Font style: Size:
Wingdings
Viadimir Script - Regular o 8 -
Vrinda Italic 9 I:l
Webdings Baold 10
Wide Latin | |Bold 1talic 11
= | |12 -

Font color: Underline sfyle: Underline calor:
Mo Colar i : I | Mo Color EI
- Automatic 1

Theme Colors [] small caps
H EEEEEEN [ Al caps

I I I [H] Hidden

Standard Colors

q
al _§ | AR EEEE
| Recent Colors

T

35 More Colors...

s
1]

Set As Default ' oK | | cancel |

6. Click the desired color to select it.

7. Click OK. The bullet color will now appear in the Preview section of the Define
New Bullet dialog box.
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8. Click OK to apply the bullet color to the list in the document.
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Communication: $900

Coffee Equipment: $12,000
Insurance: $800

Rent: $10,000

Marketing: $3,000

Legal: 1,000

L Lp L e L owe Lpoxp

Task :
1. Open an existing Word document.
2. Format some text as a bulleted or numbered list.

3. Insert a new numbered list into the document.

4. Modify the color of a bullet.



Line and Paragraph Spacing

Introduction

SEe | EEE (4 @

1. Aa
- T Asdf

2.5

3.0

An important part of creating effective documents lies in the document design. When designing
your document and making formatting decisions, you will need to know how to modify the
spacing. In this lesson, you will learn how to modify the line and paragraph spacing in various

ways.

Modifying Spacing
To format line spacing:
1. Select the text you want to format.
2. Click theLine and Paragraph Spacing command in the Paragraph group on

the Home tab.
3. Select the desired spacing option from the drop-down menu.
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4. From the drop-down menu, you can also select Line Spacing Options to open
the Paragraph dialog box. From here, you can adjust the line spacing with even
more precision.
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Alignment: Left =
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After: |1D pt Ii" Exacty |15 pt Ii”
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1.5 lines
Double
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Freview 1
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If you select At least or Exactly in the Paragraph dialog box, the line spacing will be

measured in points. Otherwise, it will be measured in lines.

Paragraph Spacing

Just as you can format spacing between lines in your document, you can choose spacing
options between each paragraph. Typically, extra spaces are added between paragraphs,
headings, or subheadings. Extra spacing between paragraphs can make a document easier to
read.

To format paragraph spacing:
1. Click the Line and Paragraph Spacing command on the Home tab.

2. Select Add Space Before Paragraph or Remove Space After Paragraph from the
drop-down menu.
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3. From the drop-down menu, you can also select Line Spacing Options to open
the Paragraph dialog box. From here, you can control exactly how much space
there is before and after the paragraph.
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You can use Word's convenient Set as Default feature to save all of the formatting changes
you've made and automatically apply them to new documents. To learn how to do this, read
our article on Changing Your Default Settings in Word.

Task:
1. Open an existing Word document.
2. Change the line spacing of a paragraph of text.

3. Change the paragraph spacing between body text and a heading.

Modifying Page Layout

Introduction

You may find that the default page layout settings in Word are not sufficient for the document
you want to create, in which case you will want to modify those settings. For example, if you
are printing on a different paper size, you'll want to change the document page size to match
the paper. In addition, you may want to change page formatting depending on the type of
document you are creating.

In this lesson, you will learn how to change the page orientation, paper size, and page margins.

Page Layout and Formatting
To change page orientation:
1. Select the Page Layout tab.

2. Click the Orientation command in the Page Setup group.

e
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Themes | I
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H I% Landscape

3. Click either Portrait or Landscape to change the page orientation.

Bl




Landscape format means the page is oriented horizontally, while portraitformat means it is
oriented vertically.
To change page size:

1. Select the Page Layout tab.

2. Click the Size command, and a drop-down menu will appear. The current page
size is highlighted.
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3. Click the size option you want. The page size of the document changes.

To format page margins:
1. Select the Page Layout tab.

2. Click the Margins command. A menu of options appears. Normal is selected by
default.

3. Click the predefined margin size you want.
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To use custom margins:
1. From the Page Layout tab, click Margins.

2. Select Custom Margins. This will take you to the Page Setup dialog box.
3. Adjust the margin sizes for each side of the page, then click OK.
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To insert a break:

1. Place the insertion point where you want the break to appear.
2. Select the Page Layout tab.

3. Click the Breaks command. A menu appears.
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4. Click the desired break option to create a break in the document.

Why would you need to use a break? Each type of break serves a different purpose and will
affect the document in different ways. Page breaks move text to a new page before reaching
the end of a page, while section breaks create a barrier between parts of the document for
formatting purposes. Column breaks split text in columns at a specific point. Practice using the
various break styles to see how they affect the document.

Task:

Open an existing Word document.

Change the page orientation.

Change the paper size.

Change the margins to narrow.



Columns and Ordering
Introduction

Two useful formatting features in Word are the columns and ordering commands. Columns are
used in many types of documents, but are most commonly used in newspapers, magazines,
academic journals, and newsletters. Ordering is the process of layering two or more shapes so
that they appear in a certain way. For example, if you have two shapes that overlap and want
one shape to appear on top, you will have to order the shapes.

In this lesson you will learn how to insert columns into a document and order an image and a
shape.

Inserting Columns and Ordering Objects
To add columns to a document:

1. Select the text you want to format.
2. Click the Page Layout tab.

3. Click the Columns command. A drop-down menu will appear.

Page Layout References Mailings Review View
aj IE V= Breaks * & watermark = Indent Spacing

{3 Line Numbers = | 4| Page Color = | 5 Left: 0 1= Before:

(NS

ition  Size |Columns

-

AF 4

bE~ Hyphenation ~ D Page Borders | £% Right: 0” - :Z After. |0 pt

Page 54 ra | Page Background Paragraph ]
One
9 % 0 00 00 53050 50 o0& 000 oo 5 Fo oo ([ 5o o
Two
edar
Three thatthe 2010 Cityville High teacher of the year is Ms. Jane

th teacher for 16 years and has been with Cityville High for
iense dedication to her students and the school. She is single-ha

cgeRFIs = J}‘H

Left 1g the corporate spelling bee and Mathematics Quiz Bowl, whi
\gainst Cityville High students in two fundraising events. Addi

Right 1ent head for the last three years. Thank you to Ms. Doe for her
ward well earned!

EE  More Columns...

Cityville Students Win Award

Susan Thompson and John Smith, two Cityville sophomores, have won the Town Cour
a Better place award. The two 10th graders organized a recycling project that affects the

4. Select the number of columns you want to insert. The text will then format into
columns.

If you want to remove the columns, click the Columns command and select One for the number
of columns.



Working with Headers and Footers
Introduction
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You can make your document look professional and polished by utilizing the header and footer
sections. The headeris a section of the document that appears in the top margin, while
the footeris a section of the document that appears in the bottom margin. Headers and
footers generally contain information such as the page number, date, and document name.

In this lesson, you will learn how to insert and edit headers and footers.

Headers and Footers
To Insert a Header or Footer:

1. Select the Insert tab.

2. Click either the Header or Footer command. A drop-down menu will appear.

3. From the drop-down menu, select Blank to insert a blank header or footer, or
choose one of the built-in options.
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Stacks
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Tiles
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Transcend =
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Transcend (Odd Page)

Maore Headers from Office.com 3
Edit Header

Remove Header
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Save Selection to Header Gallery...

4. The Design tab will appear on the Ribbon, and the header or footer will appear
in the document.

5. Type the desired information into the header or footer.

6. When you're finished, click Close Header and Footer in the Design tab, or hit
the Esc key.

After you close the header or footer, it will still be visible, but it will be locked. To edit it
again, just double-click anywhere on the header or footer, and it will become unlocked.

To insert the date or time into a header or footer:

1. Double-click anywhere on the header or footer to unlock it. The Designtab will
appear.

2. From the Design tab, click the Date & Time command.
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Insert |

Insert Date and Time

Insert the current date or time into
the current document.

3. Select a date format in the dialog box that appears.

=
Date and Time &u

Available formats: Language:
2/4/2010 « | |Engish (U.5.) [~]

Thursday, February 04, 2010
2/4f10 E

2010-02-04
4Feb-10

2.4.2010

Feb. 4, 10

4 February 2010
February 10

Feb-10

2/4/2010 9:20 AM
2/4/2010 9:20:54 AM

9:20 AM
i 9:20:54 AM
09:20
09:20:54
- Update automatically

Set As Default | o I[ Cancel ]

- = e ————— —— -

4. Place a check mark in the Update Automatically box if you would like it to
always reflect the current date. Otherwise, it will not change when the
document is opened at a later date.

5. Click OK. The date and time now appears in the document.

Task:
1. Create a new Word document.

Create a blank header.
Add your name in the header of a document.

Right-align the text in the header.

pAl e RS

Select a built-in footer.



Working with Tables

Introduction

A table is a grid of cells arranged in rows and columns. Tables can be customized and are useful
for various tasks such as presenting text information and numerical data.

In this lesson, you will learn how to convert text to a table, apply table styles, format tables,
and create blank tables.

Inserting and Modifying Tables

To insert a blank table:
1. Place your insertion point in the document where you want the table to appear.
2. Select the Insert tab.
3. Click the Table command.

4. Hover your mouse over the diagram squares to select the number
of columns and rows in the table.

j Insert I Page Layout References Mailings
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E Insert Table...

g Diraw Table
== Conyert Text to Table...

@ Excel Spreadsheet
EH Quick Tables >

5. Click your mouse, and the table appears in the document.

6. You can now place the insertion point anywhere in the table to add text.

To convert existing text to a table:
1. Select the text you want to convert.

2. Select the Insert tab.



3. Click the Table command.

4. Select Convert Text to Table from the menu. A dialog box will appear.
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Insert Table...
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5. Choose one of the options in the Separate text at: section. This is how Word
knows what text to put in each column.

Convert Text to Table m

Table size
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@ Fixed column width: | Auto = '
(™) AutoFit to contents
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6. Click OK. The text appears in a table.

Salesperson Print ™ Web
Jim M. 510,252 525,560 513,745
Beth'W. 55,550 513,470 527,800
Luiz D. 58,547 517,555 58,907
Alice 5. 513,578 56,789 510,239

To add a row above an existing row:

1. Place the insertion point in a row below the location where you want to add a
row.
Salesperson Print ™ Web
Jim M. 510,252 525,560 513,745
Beth W. $E5,550 513,470 527,800
Luiz . 58,547 E17,555 58,907
Alice 5. 513,578 /‘ 56,789 510,239
P
Insertion point
2. Right-click the mouse. A menu appears.
3. Select Insert = Insert Rows Above.
Calibri [Body] ~ 11
B J =37 A - Q - -
ST, %70 .
#  cut
B3y copy
{8, Paste Options:
Insert b | HE Insert Columns to the Left
Delete Cells... ER  Insert Columns to the Right
Select * | B Insert Z§:s Above
EE split Cells... B Insert s Below
[ Borders and shading... 5 Insert Cells...

4. A new row appears above the insertion point.

Salesperson Print ™ Web
Jim M. 510,252 525,560 513,745
Bath W. 55,550 513,470 527,800
Luiz D. 55,547 517,555 58,907
Alice 5. 513 578 56,789 510,239

You can also add rows below the insertion point. Follow the same steps, but select Insert Rows
Below from the menu.




To add a column:

1. Place the insertion point in a column adjacent to the location where you want
the new column to appear.

2. Right-click the mouse. A menu will appear.

Calibri (Body) - 11 = A"
B JIE=E®-A-&h-|5
™ Web I l
525,560 513,745 !
513,470 27,800 | & Cut
§17,555 58,907 2
56,783 510,239 | [,
A Insert Columns to the Left Insert *
- Insert c:gmns to the Right Delete Cells...
E Insert Roiys Above Select 3
E Insert Rows Below B split Cells...
a= Insert Cells... O eorders and Shading...

3. Select Insert =+ Insert Columns to the Left or Insert Columns to the Right. A new
column appears.

Szlesperson Print ™ Web
Jim M. 510,252 525,560 513,745
Beth W. 55,550 513,470 527,800
Luiz D. 58,547 517,555 58,907
Alice 5. 513,578 56,789 510,239

To delete a row or column:
1. Select the row or column.
2. Right-click your mouse. A menu will appear.

3. Select Delete Cells.



Insert 4

Q-IIete Cells...
Sertg 4

HE split Cells...

4. Select Delete entire row or Delete entire column, then click OK.

i
Delete Cells (00 e

©) shift cells left

() shift cells up

(™) Delete entire row
%De#ete entire column:

o ][ conel

To apply a table style:
1. Click anywhere on the table. The Design tab will appear on the Ribbon.
2. Select the Design tab and locate the Table Styles.

3. Click the More drop-down arrow to see all of the table styles.
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Choose a visual style for the table.

4. Hover the mouse over the various styles to see a live preview.

5. Select the desired style. The table style will appear in the document.



Salesperson
Jim M.
Beth W.
Luiz D.
Alice 5.

510,252 525,560 513,745
§5,550 513,470 527,800
58,547 517,555 58,907

513,578 56,789 510,239

To change table style options:

Once you've chosen a table style, you can turn various options on or off to change the
appearance of the table. There are six options: Header Row, Total Row, Banded Rows, First
Column, Last Column, and Banded Columns.

Click anywhere on the table. The Design tab will appear.

1. From the Design tab, check or uncheck the desired options in the Table Style
Options group.

Home Insert Page Layout References Mailings Review View | Design L

Header Row First Column

Total Row Last Column

[¥] Banded Rows [ Banded Columns
Table Style Options Table Styles

Modifying a table using the Layout tab

When you select a table in Word 2010, Design and Layout tabs appear under Table Tools on
the Ribbon. Using commands on the Layout tab, you can make a variety of modifications to the
table.

Click the buttons in the interactive below to learn about the different ways you can modify a
table with the Layout tab.
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Task:

Open an existing Word document.
Convert some text into a table.

Apply a table style, and experiment with the table style options

Delete a row from the table.

\ui. & W o NPE

Insert a blank table with five rows and four columns.

Using Indents and Tabs

Introduction

view View Add-Ins

' | Decrease Indent

Decreases the indent level of the
paragraph.




There are several ways you can indent text in Word; however, it’s important to use these tools
appropriately to indent correctly each time. This helps the editing process go smoothly, thus
saving you time.

In this lesson, you will learn how to use thetab selector and the horizontal ruler to
set tabs and indents, as well as how to use thelIncrease Indent and Decrease Indent
commands.

Indents and Tabs

Click the Show/Hide command on the Home tab. This will allow you to see the nonprinting
characters such as the spacebar, paragraph, and Tab key markings.

To indent using the Tab key:

A quick way to indent is to use the Tab key. This will create a first-line indent of 1/2 inch.

Place the insertion point at the very beginning of the paragraph you want to indent.

T T T e

(| T T T T T T T

i iT'ha.nk yvou fortaking the time to meet with me last Thursday
enjoyed meeting with youand touring the facility. was very
showroom and with the competence of the staff at Quality Fu
workin such a productive and supportive atmosphere.

1. Press the Tab key. On the ruler, you should see the first-line indent marker
move to the right by 1/2 inch.

1Iﬁ?1l2l3l

iI'hank vou fortaking the time to meet with me last Tt
position. [ enjoyed meeting with youand touring the facility.
ofthe showroom and with the competence of the staff at Qua
chance to workin such a productive and supportive atmosph

To use the Indent commands:

If you want to indent all lines in a paragraph, you can use the Indent commands on the Home
tab.



Select the text you want to indent.
Make sure you are on the Home tab.
Click the Increase Indent command to increase the indent by increments of 1/2 inch.
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Increase the indent level of the
paragraph.

1. Click the Decrease Indent command to decrease the indent by increments

of 1/2 inch.
If you would prefer to type your indent amounts, you can use the Indent fields on the Page
Layout tab.
Review View
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iZ Left: I: Before: O pt s
=z Right: 0 2 | 3= after  Opt .
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To Modify the Default Indent Settings:

o Select the Page Layout tab.
e Select the text you would like to modify.
e Use the arrows or enter text in the fields to modify the Left and Right Indents.
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To Use Find and Replace to Replace Existing Text:

To find text:

1. From the Home tab, click the Find command. The navigation pane will appear
on the left side of the screen.
s @

A TE.
AaBbC AaBbCcl AaBbCcD | ab J&
e

lace
THeadingl THeading2 f7Heading3 = | Change
7| Styles = [} Select ~

Styles n| Editing |

‘5 1 6 A0 Find (Ci+P)

Find text or other content in the
document.

2. Type the text you want to find in the field at the top of the navigation pane.

3. If the text is found in the document, it will be highlighted in yellow, and a
preview will appear in the navigation pane.

4. If the text appears more than once, you can click the arrows on the navigation
pane to step through the results. You can also click the result previews on the
navigation pane to jump to the location of a result in your document.
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The financing will allow Web
Den to open and maintain
operations through the first
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the Internet. Financing will

Click aresult

opularity of the Int

also be budgded for the

purchase of
[Page 2]
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5. When you close the navigation pane, the highlighting will disappear.



To replace text:

1. From the Home tab, click the Replace command. The Find and Replacedialog
box will appear.

~ @

&4 Find -
AaBbC AaBbCcl AaBbCcD 4 Replace
MTHeadingl THeading2 THeading3 |_ ‘;{;T:sgf s SB}ctv
Styles P} Editing
.5-:-:-:-?-:'A"'i'Replace{Ch“li-H}

Replace text in the document.,
| &

2. Type the text you want to find in the Find what field.
3. Type the text you want to replace it with in the Replace with field.

4. Click Find Next and then Replace to replace text. You can also click Replace
All to replace all instances within the document.

Find and Replace @E

| Find | Replace | GoTo |

Find what: |June 14 IEI

Replace with: |June 18| I |EI
More >> | Replace | | Replacepl | | Endnext ||| cancel |||




Track Change Options :

To turn on Track Changes:

1. Click the Review tab.
2. Click the Track Changes command. It should now be highlighted in gold to show
that it is active.

Review View

B
Lo
=

Track
Changes ~ E Reviewing Pane ~

?% Final: Show Markup

[% Show Markup ~

Tracking

Track Changes (Ctrl+5Shift+E)

Track all changes made to the
document, including insertions,
deletions, and formatting changes.

0 Press F1 for more help.

3. Any changes you make to the document will be shown as colored markups.

g the facility. I was very impressed with the layout of the

of the staff at yeuwrcempanyQuality Furnishings. [ would love

4. Click the Track Changes command again to turn it off.

To add a comment:

1. Highlight some text, or place the insertion point where you want the comment
to appear.

2. From the Review tab, click the New Comment command.

Aelerences
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selaction.

3. Type your comment.

visor, would greatly benefit Quality Furnishings. In that time, I

Joae- ‘[ Comment [BH1]: How many years?




Applying Styles and Themes
Go to the Home tab, click on the right corner of the style option box. A drop down box will
appear . Select clear all option. That will clear all formatting leaving only the texts. Now you
can apply the title, heading, sub heading ...and so on.
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To format the selected text with the new heading that you want, ( to change the font size
and colour), click on the right corner of the heading-1, a drop down box will appear,
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Then click on Modify . A Modify style box will appear.

Maodity Style ? *

| Fropees

| tioms: Mg |

| Gty typa Linkind (paragraph and charsed L

| Style pased o % Hormal ]

| Stle for following paragragh: | ¥ Nermal =
Farmsmng

Cambeia (Headngs) |~ (14 1B ¢ 0 | -

H " E = = @B | 3 3 ¥ I

TOOL 1: THE ONE MINUTE PAPER

Font: (Defslt] sHeadings, 14 pt, Bold, Font color: Accest 1, Space Befare: 24 pr, ARert 0 pt. Kiep
with s, KD s bogirtheer, Linl 1, Style: Linkaed, Qrock Style, Praority: 10, Baded on: Normal,
Foliowing style: Sormal

| 2 v ik Shyle bt [ ] Agtormabically vodate
| {8 Ony in this documant () dwer documarts bamd on S teenplate

= i

Now you can change the font, font size and colour. Now click ok. Now put your cursor on
the text that you want to change to heading I. Now click on the Heading I. you can modify
the whole text in this way.

Creating Table of content

Click on the Reference tab, Click on the table of content. A drop down box will appear. Click
on the insert table of contents. Choose any of the table.
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Introduction

Excel is a spreadsheet program that organizes and keeps track of data, which can be used to
create charts, worksheets, and databases. Excel is frequently used for its ability to perform
mathematical calculations with large volumes of data. It also produces graphs and charts with
ease.

This manual aims to help people of any experience level become familiar with working in Excel
and to provide direction in employing some of Excel’s more sophisticated features.

Getting started with Microsoft Excel

To open Excel, click on the Start, select PROGRAMS > MS OFFICE > MICROSOFT EXCEL. You
should see a screen that looks similar to this:
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You will face a screen as shown below:
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You are now ready to commence working in Excel. The Excel spreadsheet is made up of rows
and columns and can be used for a variety of tasks ranging from simple calculations to creating
complex charts.

Creating a New Excel Spreadsheet

To create a new Excel Spreadsheet, Click FILE> Click New
il e « Kt bedl - % X

Piat Page Lipied Tenam Dias Bran Vit n

kb Temgiatn Hask acdect
3 e
. )
- ) m &
Broer Fad Frued S Wleglle  Hewlem
wertbis | terplie gl ity
T R e —
o o £ i
Caviadad f— '
S & B4 @ ': ﬁ
) Lpan  Bedysr  Clwdn  Gome Fee Fows  wmim  beits Lk
L rezer
) Cptom — - "
LB ia H — — —
Qe : < = =

- Mgy Ay Farres Bxp Bapas Ehedde  Toewdht  Ramceary

Cabilti

Tire sheety L]

HO Tyt B ho eanch 1]

Click on Blank workbook > to create a new worksheet If you want to work on any template >
click on the desired one For example,




Available Templates
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Click on adjustable meeting agenda
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Fill up the Form on the template, e.g. —
BCPS
IT committee
15/07/2019
Title: Woaorkforce capacity
Location: BCPS auditorium
Date: 16/7/2019
Set the first Start time and the time allotted for each item BCPS CONFIDENTIAL
Start | | End |*| Time || Item [~] Contact [~]
1:00 PM 1:30 PM 0:30]introduction Rahim
1:30 PM 210 PM 0:40|current workforce Karim
2:10 PM 2:30 PM 0:20|training Abdul
2:30 PM 2:40 PM 0:10|trainer Baten
2:40 PM 2:55 PM 0:15|booklet publish Jabbar
2:55 PM Adjournment
Total 1:55

Thus you can use the templates to fulfill your job.



Open an Existing Excel Spreadsheet

To open an existing Excel spreadsheet, Click FILE > Open.
Upon click on OPEN a box appears. Find the directory where your Excel spreadsheet has been
stored. Click on it and click on Open. This will then open your spreadsheet.

The Excel Environment

At the top of the window is a blue bar called the title bar. The title bar contains the name of the
application, Microsoft Excel, and the name of the workbook you are working in, which Excel
automatically calls Book1until you name it otherwise. A workbook is the file in which you work
and store your data. The title bar also contains the minimize button, the maximize/restore
button, and the close button.

The largest portion of the screen is taken up by a view of the worksheet area. Worksheets are
used to list and analyze data. At the bottom left of the screen are worksheet tabs that indicate
the active worksheet. By default, new workbooks contain three worksheets.

At the bottom and right of the screen are scrollbars, which can be used to view parts of the
worksheet that are off screen. Along the left and top of the worksheet area are row headings
and column headings. Rows are denoted by numbers and columns are denoted by letters.

The thick black rectangle indicates the selected cell. A cell is the intersection of a row and a
column. The selected cell’s reference, Al, appears in the name box. The cell reference is
composed of the column letter followed by the row number.

To the right of the name box is the formula bar, which is where text and formulas are entered
and edited for each cell.

Below the title bar is the menu bar, containing lists of commands you use to give Excel
instructions.

The standard toolbar resides below the menu bar, and contains buttons with images that
correspond to some frequently-used menu commands.

The formatting toolbar is usually located below or next to the standard toolbar.= It contains
buttons that correspond to several commands for formatting cells.



Managing Workbooks

The most effective menu for managing your workbooks is the FILE menu, under which you will
find the following useful commands:

NEW — asks what type of new workbook you want to create
OPEN - brings up a dialog box so you can select an already-existing workbook to work with
CLOSE - closes the workbook you are currently working in

SAVE — saves current workbook under the name it has already been given=*+
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SAVE AS — brings up a dialog box so you can enter a name and location for the workbook

PAGE SETUP — allows you to adjust page settings, margins, the header and footer,
titles, and other print options

PRINT AREA - sets the selected cells as the only area to be printed
PRINT PREVIEW — displays the workbook as it will appear on paper
PRINT — brings up a dialog box asking which printer to send workbook to

EXIT closes all workbooks and exits Excel



Saving an Excel Spreadsheet

To save your Excel Spreadsheet, CLICK FILE > Save As. Find the directory where you want to
save your Excel file. Name your file e.g. Budgets. Ensure that the Save as Type reads “Microsoft

Excel Workbook (*.xls). CLICK Save.
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Save As >
4~ B <« Users » Dr. Razeeb Hassan » Desktop w | B Search Desktop yel
Organize « Mew folder f== - o
[0 RAZEER ~ Mame Date modified Type -~
_". 3D Objects canada 2019 2/24/2019 6:42 PM File folder
I Desktop care for patient 6/21/2019 12:44 AM  File folder
Documents doppler 5/8/2019 G:08 PM File folder
Dir. Saifur Rahman T7/10/2019 4:44 PM File folder
; Downloads .
ERCP 2/24/2019 6:42 PM File folder
J Music GIC 2/24/2019 6:42 PM  File folder
=] Pictures HMS 5/22/2019 8:43 PM  File folder
B Videos Liver transplant Unit Project 2/2472019 6:42 PM File folder »
i Local Disk (C:) « < o e >
File name: | EEELS -
Sawve as type: | Excel Workbook e
Authors: Dr. Razeeb Hassan Tags: Add atag
[ Save Thumbnail
» Hide Folders Tools Sawve I | Cancel |

If you want to save in desktop> Click on Desktop on the list of folder shown on the left side
Desktop folder will be shown like the above picture.

Click on default file name ‘Book1’ > press backspace to wipe it > Write down your file name e.g.
test 1 > click Save



Save As *
4 I « Users » Dr. Razeeb Hassan » Desktop v Search Desktop
o “- @
OF RAZEER 2 Marme Date modified Type 2
"J 3D Objects canada 2019 272472019 6:42 PM File folder
I Desktop care for patient 6/21/201912:44 AM  File folder
Documents doppler 5/8/2019 9:08 PM File folder
Dr. Saifur Rahman 7A10/2019 4:44 PM File folder
* Downloads )
ERCP 2/24/2019 6:42 PM  File folder
d Music GIC 2/24/2019 642 PM  File folder
=] Pictures HMS 5/22/20198:43PM  File folder
B videos Liver transplant Unit Project 2/24/2019 6:42 PM  File folder v
e Local Disk (C) o« < o I
File name: | v|
Save as type: | Excel Workbook ~ |
Authors:  Dr. Razeeb Hassan Tags: Addatag
[] Save Thumbnail
» Hide Folders Tools - Save | | Cancel

Printing an Excel Spreadsheet

Printing your document is one of the important task you may want to do frequently.

To print an excel file, please open the file first
To print full file > Click FILE > Click Print
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Check

® Copies
® Printer name, Offline/Online

Print
@ Copies: | 1 -
Print
Printer o)

EPSOM L3280 Series

=S othiine T

Printer Properties

Settings
Print Active Sheets -
Cnly print the active sheets

Pages: > to -

E E Collated -

123 1243 123

[
Portrait Orientation -

Letter 8 1/2x 11 in

85" x 11"

‘I; Mormal Margins -
Left: 0.7" Right: 0.7"

DD Mo Scaling -

Print sheets at their actual size
Page Setup

Advanced Users can explore all the options available. To print, click on the print

Print
@ Copiest 1 -
Print
Printer @

EPSOM L3280 Series
=i Offline

Printer Properties




Set Print area

Click on Page Layout on

EEH9-~-=s

Aaj n Colors =
LTI ants -

title bar

Page Layout

Formulas Data Review

T4 Width:  Automatic +
B

i EREE=

WView

é‘u Height: Automatic -

Themes Margins Orientation Size Print Breaks Background Print
- [O]Effects - - - v Arezv - Titles | i Scales 1008 :
Themes Page Setup P Scale to Fit P
| D17 - |
A B C D E F G H |
1
2
3 oT1 15
4 oT2 13
5 oT3 20
6 oT4 27
7
3
9
10
Select area you want to print
®| H 9= tes
Mme Insert Page Layout Farmulas Data Review View
Colors ~ s = =l : T3 Width: Automatic - €
Fonts' Q Ij .,_E| % ;U Height: Automatic = [
The:nes @Effects' Marvgins Orienl:ation Sife Breaks Background _E;iI:E £ scale: w0 [
Themes Pag ﬁ Set Print Area P Scale to Fit P
| Clear Print Area
' E | F | &G H I 1

W~ bW e

[
=

Click Print area> Set Print Area > Click File > Print
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Different Views of an Excel Spreadsheet

You can view an Excel Spreadsheet in one of 3 ways:
Click on View at Title bar

@ EH9-™-|= test

m_Horne Insert Page Layout Formulas Data Review WView

Iﬁ_j—' Lﬁ Ruler Faormula Bar ({

Mormal| Page Page Break Custom  Full Gridlines Headings Zoom 100% Zoomto New  Arra
Layout  Preview Views Screen Selection | Window A
Workbook Views Show Zoom
| 8 - |

A B C D E F G H | ]

oT1 15
oT2 13
oT3 20
oT4 27

Normal View
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and dragging them.




Full Screen View
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Entering Data

Cells can contain text, numerical values, formulas, or functions. To enter data into a cell, select
the cell by clicking on it, and begin typing. The text will appear in the formula bar. When the
entry is complete, press Enter. If the text does not fit in the
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cell, it will overlap if the adjacent cells are empty. If the adjacent cells are not empty, part of the
entry remains covered, and the complete entry must be viewed from the formula bar. This can
be resolved by resizing the column width. Text is automatically left aligned, whereas numerical
values are right aligned.

Few Basic Rules for Data Entry:
® You must select the cell where you want to make the data entry before you can
make the entry in that cell.

® Any entry you make in a cell that already contains data replaces the original
entry,

® Every data entry that you make in any cell must be completed with either
pressing the enter key or clicking your mouse on another cell.

UNDO - reverses your last command or deletes typing

REPEAT — repeats your last command, if possible
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CUT —removes selected text and temporarily saves it on the clipboard
COPY — places a copy of selected text on the clipboard

PASTE — inserts contents of clipboard at insertion point

PASTE SPECIAL — pastes the contents of clipboard in format you specify
DELETE — removes selected data

DELETE SHEET — removes entire spreadsheet from the workbook

CLEAR - removes the specified data without placing it on the clipboard




Cut
Lopy

Paste

§8 & ac

Paste Special...

Insert...

Delete...

Clear Contents

Filter 4
Sort ]

Insert Comment

U

Format Cells...
Pick From Drop-down List...
Mame a Range...

% Hyperlink...

MOVE OR COPY SHEET — moves/copies an entire spreadsheet within a workbook
FIND — searches for text/formatting you specify
REPLACE - finds and replaces specified text/formatting

T I5elect =
@4 | Find... |
23¢c | Replace...

=  GoTo..

5o To Special...
Formulas
Comments
Conditional Formatting
Constants
Drata Validation

Lo Select Objects

'E:E} Selection Pane...

FILL — see AutofFill, below

AutoFill: Excel can use initial values in a few cells to create a logical list of entries, like numbers
following a pattern, words (such as the days of the week), or alpha-numeric entries.

For example, if you wanted to create a list of even numbers, enter “2” in one cell, “4” in the
next cell, then select both cells. Click on the lower right-hand corner of the selection rectangle.
The pointer will become a black cross. Drag for as long as you want your list. Excel will fill in the
data it assumes you want. Another feature that may be helpful when working with data is Sort.

Cells can have their values specifically sorted by selecting the group of cells to sort then
choosing DATA > SORT. This feature can be used to put lists into alphabetical, chronological, or
numerical order.




Modifying Workbooks

Excel allows you to alter the sizes and locations of rows, columns, and cells in a spreadsheet.
You can also add, remove, and reorganize worksheets in your workbook to create an
accommodating workbook.

Formatting Cell Values in a Spreadsheet

You can format your cell values in many different ways of which the 3 options shown below are
most commonly used:

a) Format Cells Option
b) Format Row & Column Height, Width, Auto fit, Hide, Unhide
¢) Format — Auto format option

a) Format Cells Option

Go to Format cells on the top tool bar and you will see a dialogue box which looks like this.
There are six different tabs, which can be used:

Number
Alignment
Font
Border

Fill
Protection

®@ @ ® 6 ® 6

ST

Mumber | slignment | Font | Border | Fil | Protection |

Category:
~ | Sample
Mumber Three
Currency
30‘;:“”15”9 General format cells have no spedfic number format.
3
Time
Percentage
Fraction
Sdentific
Text
Spedial
Custom




or select cell and click right button mouse and see the following:

Cut

Copy

B

FPaste

Paste Spedial...
Insert...
Delete...
Clear Contents
Filter y b
Sort v f
2 Insert Comment
& Format Cells..

Pick From Drop-down List...

MName a Range...

g Hyperlink...

1. Number — there are 12 different ways to format your number values, ranging from general to
custom. By clicking on each section, it will give you the different formatting ways that are

available under that option. An explanation of each section is given at the bottom of the
dialogue box.

e

Category:

General Sample
Currency

Accounting . . -
Date Decmal places: |2 IZI

Time Use 1000 Separator ()
Percentage

Fraction MNegative numbers:
Sdentific -1234.10

Text 1234, 10

Special (1234.10)
Custom {1234.10)

Mumber is used for general display of numbers. Currency and Accounting offer spedalized formatting
for monetary value.




2. Alignment — specify the text alignment either horizontal or vertical. You can also wrap the
text (used when the text is too big for the cell to handle), Shrink to fit or Merge cells (used
when the text is spread across multiple cells)

e L e

Text alignment Orientation

Horizontal: - .
|General EI Indent: . .
Vertical: |0 Ii"

|Elothom EI

[] Justify distributed

Text hd

]

»

Text control .-
Wrap text 0 Iil Degrees
shrink to fit
Merge cells

Right-todeft
Text direction:

comext <]

3. Font — you can specify the font, font style, size and any other features of your cells using the
font option.

Effects Frevesy
[T strigethraugh |
[} Supsrecript I — AaBbCeYyEz m—
7] supscrat

This is & TrueType font. The same fant will be used on both your printer and your screen.

[ e ][ comce |




4. Border — you can create borders around your cells. Specify the line, the border you want to
create and the colour of the border you would like.

TR )

|hk.rrba|Ahg"rnent| Fant | Fill IP‘robectim|

Outline Inside

Presets

Color:

Automatic EI

The selected border style can be applied by dicking the presets, preview diagram or the buttons
above.

5. Fill- you can specify colours to shade your cells in. Select the colour that you want the cell

value to be in.

Pattern Otlor:
Automatic [=]

I [=]

N mEEO0
= N EREDIO|EL]




6. Protection — this option comes into effect when a password is applied to the spreadsheet.

[rumber | sbgrmens | Fom | morder | pa [[Frotecton] |

1] pocked

L] wecicien

Lenching della or hickng Formulas has i effect untl vou protect B workshee! Review Lab, Chanpes
eroup, Protect Sheet bution],

b) Format Row & Column Height, Width, Auto fit, Hide, Unhide

This option is used when you want to format your row/column height, width or hide and unhide
your row/columns.

Choose from the Format Menu either of the following:

Row Height [P 3]

Row height:

o [ oo ]

Formatting Rows
Height — specify your row height. Default is at 15

Autofit — Excel will autofit your row in line with your text that is there.
Hide — Excel will hide the row in Excel. Click on the row to hide and go to Format — Row Hide
Unhide — Excel will unhide the row in Excel. Click on the row to unhide and go to Format — Row

Unhide
Formatting Columns

Width/Standard Width — specify your width of your column. Standard width = 8.43

3,43 5,43

Standard column width:

Calurmn width:




To find all cells that have conditional formatting (conditional format: A format, such as cell
shading or font color, that Excel automatically applies to cells if a specified condition is true.),
click any cell.

To find cells that have conditional formatting settings identical to the settings of a specific cell,
click the specific cell. Click Conditional formats.

Select a Rule Type:

» Format all cells based on their values

» Format only top or bottom ranked values

» Format only values that are above or below average
» Format only unigue or duplicate values

® Use a formula to determine which cells to format

Edit the Rule Description:

Format only cells with:

|Ce|| Value E“ |between E” | and | R

Preview: Mo Format Set

c) Format — Auto format Option
This option is used when you want to create a table format for your data in Excel. Many
different layouts are available to choose from.



Sustom =4 |
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Wl | Hew Table Style..
s | Mew PivotTable Stylc..

Inserting Rows and Columns into a spreadsheet
Inserting Rows into a Spreadsheet

To insert a row into your spreadsheet, highlight the row where you want your new row to
appear as per the diagram below:

E— Parennias Fuata L [E—-

- A i i e e ™ e B Generni + Jfl Conamionu farmameg v Gt =

h_:' = | " 3-“ o S F s W s | Paveet e Thoke - 3= Benty - ?Kﬁ

il ] LA =i - Rl T o o1 i Con waples = Hieamn = _‘ Fifter= Seheck -
Chpbowrd s ___ Fom . t gl sl Humbo  fs Sty Ly Easbing

AN -= 3 =

-|j’l-'l:|l'.|!|!l=:l'i!-k!l-:J'K:I.!M:"__:J
o I
2

L

Ll

£

‘.

T o7l 1%
1= [FIF] 7]

. O a

10 ot F1d "
11

1z

1

1’..

5

ia

ir|
|28
[ ELH
|20 =
NHTETR] ameeed o SRewed Shewiy RS 2 i IT—— i ] |
|| Memay | degrma A3 Gaunh F—rTy ||HII'IH m=— L (+hoy




Go to the Home Menu and click on “Insert” then click on “Insert Sheet Rows”. A new row will
be inserted above the one you specified.
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Inserting Columns into a Spreadsheet
To insert a column into your spreadsheet, highlight the column where you want your new
column to appear as per the diagram below:
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Go to the Home Menu and click on “Insert” then click “Insert sheet column”. A new column has
been inserted to the left of the one you specified.
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Inserting Pictures into a spreadsheet
You can also add pictures to your spreadsheet through various mediums, which include:

@ Clip Art (find clip art and click on insert)
© From File

© Auto shapes

@ Organization Chart

To insert pictures into your spreadsheet, go to the Insert Menu and then choose any one of the
options above.

Example of Clip Art in a spreadsheet




L - ==
| 5L : T iR = |z . S e
l-ll'm' = --" 2 ey - = --.n----h ’.ﬁ f -:-;-.n-4 are g-rn.hj-uhb
" it PO A B EE o A R ” T Al

i m . e e b - L=y

[ ErC—) [T £
, Y R ok B i gt By e, ' i % " = ¢ ¥ a § ' 1 8 |
]
i
1 e L ‘_
] o
] T
L] I e
] EFwr
S R
1] i 5a
u ']
u
u
18
]
n
u
i
"
=
o
B
]
=
BEE R M) ] e ——- al | i e —~

|

Inserting Comments in a spreadsheet

The Comments option is normally used when you want to enter comments about a particular
cell. To insert a comment into a cell:

a) Go to the cell where you want the comment to appear

b) Click on the “Review” Menu and click on “New Comment”. A pop up box will appear as
shown in the screen below. Enter your comment information in the box.
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c) To view your comment, point your mouse over the cell, which has the comment. A little red
triangle on the top right hand side of the cell indicates that the cell has a comment attached to
it. The comments normally remain hidden unless you however your mouse over the cell that
contains the comment.

Inserting/Deleting/Renaming Worksheets in Excel

Each spreadsheet in Excel is made up of worksheets, which enables you to hold data in different
ways/formats. A standard spreadsheet is made up of 3 worksheets. You can add/delete
worksheets as appropriate. They are also labelled as “Sheet 1, Sheet 2, Sheet 3”, but you can
also rename them.
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standard worksheet numbers

a) To insert a new worksheet just click the “Insert Worksheet” button next to worksheet
numbers or place cursor on worksheet number and click right button then go to the Insert
option and choose the worksheet option. A new worksheet will appear as per the screen below:
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b) To delete a worksheet: : right click on the sheet name and choose the option to delete, It will
be highlighted. Your new sheet will be deleted.
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c) To rename a worksheet: right click on the sheet name and choose the option to rename e.g.
rename sheet 1 to analysis. It will be highlighted and you can now change the name. Press
Enter once you have changed the name:
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Sorting Data in an Excel Spreadsheet

The Data Sort option is used in Excel, when you want to sort a group of data whether it be text
or numbers. Example of unsorted table given below:
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To sort for example by course title:
a) Click on the Data Menu and Select Sort

b) It will highlight the columns in the spreadsheet that you want to sort automatically.
c) A “Sort” dialogue box opens up.

d) Select the column to be sorted. Then, select the order to be sorted (smallest to largest), then,
click ok.

e) The sorted data will look like the screen shown below:
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Filtering your Data in an Excel Spreadsheet

The Filtering Data option in Excel is used when you want to work with a certain set of data. The
best feature to use for filtering your data is called “Auto filter” which is available under Data ->
Filter.

Select the area that you want to filter and then use the Filter option in the Data menu. When
you have done this, you will see that Excel creates little drop down sections on each of your
columns as per the screen below:
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At the top of the filter menu you will see 3 options:

a) All- this displays all records with an entry in that field

b) Top 10- this displays only the records with the top 10 values or in the top 10 percent. Only to
be used with columns which have numerical entries:
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c) Custom— this will open up the custom auto filter box where you can specify multiple criteria
for filtering the list by either using the “AND” or “OR” condition as well as the criteria using

n o u

logical operators such as “is greater than”, “is less than” etc.
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Along with this, you can also view information on an individual basis. E.g. in the screen shown
below, we have chosen records, which have the no. of students is greater than or equal to 13.
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Creating Pivot Tables in an Excel Spreadsheet

Pivot Tables are used when you want to summarize your data in a specific format by using a
variety of summary functions e.g. sum, count, average etc.

Step 1: Highlight the data that you want to create your pivot table for.
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Step 2: Go to the Insert Menu and choose “Pivot Table” Report. This will open up the Pivot
table dialogue box. Specify the range of data to be analyzed then, specify in which worksheet
you want the pivot table. Then, click Ok.
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Step-3: Select a set of data from the “Pivot Table Field List”. This will show that data set in the
pivot table. Click the “drop down menu” to the next of data field in the “Pivot Table Field List”
and select necessary option then, click Ok. The data will be displayed in the Pivot table.
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Performing Simple Calculations in Excel

You can perform a variety of mathematical functions in Excel ranging from simple calculations
using the functions of “sum, minimum, maximum, average” to more complex functions e.g.
“concatenate, vlookup).

There are 2 ways to perform simple calculations in Excel:

a) Either use the equals sign in front of the cell values and add the cell values up individually by
highlighting them individually (e.g. =C4+C5)

b) Or use the “Sum/Average/Minimum/Maximum/Median functions. Example of Data, which
needs Calculations:
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We want to find the sum, average, minimum, maximum and median of the data.

Sum Function— “=sum(highlight the rows that you want to add together) and close brackets as
per the screen below.
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Average Function— “=average (cell values) — highlight the cells that you want an average for as
per the screen below and close brackets and press Enter to reveal your value.

Minimum Function— “=min (cell values) — highlight the cells that you want an average for as per
the screen below and close brackets and press Enter to reveal your value.
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Maximum Function— “=max (cell values) — highlight the cells that you want an average for as
per the screen below and close brackets and press Enter to reveal your value.
Median Function — “=median (cell values) — highlight the cells that you want an average for as
per the screen below and close brackets and press Enter to reveal your value.

All the calculations are shown in below:
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Creating Simple Charts in an Excel Spreadsheet

Charts are a good visual to use when you want to present your data in a graphic format for your
audience. This will be the data we will be using to create the chart.
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Many different chart types are available ranging from columns to pyramid charts. To create a
chart for your data:

Step 1: Highlight the data that you want to create your chart for. Go to the Insert Menu and
choose your desired chart type (Bar/ Pie/ Line) from the “Charts group”. The desired chart will
be inserted in the spreadsheet.
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Step 3 — This is where you enter the title of your chart, the title of the chart, your X axis title
(horizontal bar) and Y axis title (vertical bar). To change chart title select “Axis Title” option
from the “Layout” tab from “Chart tools” Tab and make necessary changes. To change title
text, directly click on the title in the chart then, type desired text.

Chast Toasie

Page s Faimais Crata [ . Degign |

Verticl (valiae] Axia THlE = Lo = [ I ] Lagena - i b |
% Pormat Beteition ‘:! ) i &8 il Dats Laksln = LI L l'.'J : L - e _1:‘
Lart o ™
455 Rt Eo Match Piyle = f,',‘,:" tn‘r-:-:_ ] Ciaks Tuists = o _,T,T. o Rie Teusumrn Lo Error Bang = iz
Current Saisidinn J[8] Primpey porizontal ais Titke » | Bassgraung Arata
Chart d =4 | fa] ey gartical A THiE 8 | -
A [ i - [ G G o H i 1 ¥
1 Course e Mo, of Students
T PCPS Uralogy 5
3 FCPS ENT 12
4 PGPS Madicing aj
5 FCRS Surgary ¥ FCPS Students
& FCPS Gyrae a5 R
¥ T=0
8 |5, |
& I!'w |
1 |3 }as |
:; |!!zn { e, of Budents
13 A iin
- 8 ! - - . : .
15 ol FOPRENT PO FLPR Foiri
18 Wrnlogy Mpdicing  Surgery  Gynae
7
1%
19
F)
v 4 b | Shaat] | Fhastd | Shewts . TJ DL -
Eaady | dvengu 58 Count 53, Sy 79 ol ICH g0 (- Lt

You can also choose to show the Gridlines or hide them using the “Gridlines” Tab
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You can choose whether you want to choose the legend to appear on the chart (this is the

colour coded labels created by Excel) for your data and decide where you want to place the
information.

The Data Labels and Data Table options are optional. Clicking the tick boxes will show the data
values on your chart.
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Creating Password Protected Excel Spreadsheets

There may be a time when you need to password protect your excel spreadsheets to allow only
certain individuals to access.

When you come to save your workbook, you can assign a password to protect your spreadsheet
Go to review->protect sheet options
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Click on Ok once you have confirmed your password. Now when you try to open your excel
spreadsheet, it will ask you to enter your password:

Remember: Once you lose or forget your password, it cannot be recovered. It is advisable to
keep a list of passwords in a safe place.
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Introduction

PowerPoint is currently the most common software used for making visual aids for
presentations. It is widely used for making professional quality presentations in a variety of
formats, including on-screen computer slide shows, black-and-white or color overheads, and
35mm slides. You can also use it for speaker's notes and audience hand-outs.

This module is intended to familiarize the readers with the basic tools of Microsoft PowerPoint
2007 so that they can start making their own PowerPoint presentations.

Before getting started

® Basic Tips

e ltis best to outline your entire presentation before working too much on the style and
layout of your presentation. When left to the end it is much less time consuming to
work on the style and format of your slides. Keep in mind the content of your
presentation, not the design, is the most important part of it!

o Keep your points short and straightforward. Points should be complimentary to your
oral presentation.

e PowerPoint allows you to add a lot of distracting sounds and excessive animations to
your presentation. It is best to keep all animation as simple as possible and only use
sounds if absolutely necessary.

e Stay away from unusual fonts. If you are presenting on an unfamiliar computer, the
font you have chosen may not work. Arial and Times New Roman are common fonts.

e Think of contrast. If you use a dark background, use light-colored text and vice versa.
Refrain from using backgrounds that will obscure your text color.



® MS PowerPoint 2010 interface

If you are new at PowerPoint 2010, it is better if you acquaint yourself with the outlook of the
basic menus and submenus. They look quite different from PowerPoint 2003 and PowerPoint
2007. The same tools are all there, but they are arranged very differently.

1. Quick Access Toolbar— contains the main File Functions: New, Open, Save, E-mail, Print, Print
Preview, Redo, Undo button etc.

2. Ribbon tabs— Each Ribbon Tab displays a Ribbon that provides a set of Tool Groups.

3. Tool Groups- Each Tool Group's name is shown at the bottom of the Group. Example: under
the ribbon Home, the tool groups are Clipboard, Slides, Font, Paragraph, Drawing, and Editing.
To Change Tool Groups click on the appropriate Ribbon Tab in the Ribbon

4. Dialog Box Launch Arrow— Some Tool Groups have a small arrow in the bottom right-hand
corner. Clicking on this arrow will open a Dialog Box which offers more options and settings
related to that Tool Group.

At the very bottom of the window, there is information on the Status Bar. This shows, for
example. which slide you are currently looking at (here you are on slide 1). On the right-hand
side of the Status Bar are icons to change the view of the slides and to zoom in or out (you can
either click on the + or — buttons or use the zoom slider).



Starting Microsoft PowerPoint 2010
To load Microsoft PowerPoint 2010:

Step-1:Click on the Start menu in the bottom left corner of the screen

Step 2:Choose All Programs
Step-3: click onMicrosoft Office

Step-4: Search for Microsoft Office PowerPoint 2010 from the sub menu and click it
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® Exploring Powerpoint 2010 Window
The following screenshot shows the various areas in a standard PowerPoint file. It is important
to familiarize yourself with these areas as it makes learning and using PowerPoint easier.
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The ribbon contains three components, Menu category or Tabs, Groups and commands. The
table below describes the various commands you can access from the different menus.

Menu Catagory Ribbon Command Groups
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Menu category Ribbon Commands
Home Manipulating slides, clipboard functions, fonts, paragraph settings,
drawing objects, and editing functions
Insert Insert table, pictures, image, shape, chart, special text, multimedia,
symbols
. Slide setup, slide orientation, slide presentation themes and
Design
background
Transitions Commands related to slide transitions
Animations Commands related to animations within the individual slides
Slideshow Commands related to slideshow set up and previews
Review Proofing content, language selection, comments and comparing
presentation
View Commands related to presentation views, master slides, color
settings and window arrangements

® Adding new slides

Step-1: Right-click in the Navigation Pane under any existing slide and click on the New
Slide option or click on the New Slide button under Home menu or simply press Ctrl+M on
keyboard.

Step 2: The new slide is inserted. You can now change the layout of this slide to suit your
design requirements.

Step 3: To change the slide layout, right-click on the newly inserted slide and go to the
Layout option where you can choose from the existing layout styles available to you or click
on the slide on the navigation pane then click on Layout button under Home menu
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A new slide appears with a different layout which has two placeholders for Title and Content.
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@ Deleting existing slide

There are times while building a slide deck, you may need to delete some slides. This can be
done easily from the Normal view as well as the Slide Sorter view. In each view, you can delete
the slides in two ways.

© Deleting from Normal View

Step 1: Go to the Normal view.

Step 2: Right-click on the slide to be deleted and select the Delete Slide option
Alternately, you can select the slide and press the Delete button on your key board.
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©® Deleting from slide sorter view

Step 1: Go to the Normal view.

Step 2: Right-click on the slide to be deleted and select the Delete Slide option
Alternately, you can select the slide and press the Delete button on your key board.
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® Saving a presentation

It's a good idea to save your work at regular intervals whilst you are working on it rather than
wait until you have finished the last slide. For example, you could save after completing each
slide, or every 10 minutes. My Documents is the default location for saving your files.

Step -1:Click on the File Tab in the top left-hand corner and then choose Save As
Step-2:Type a name for your file in the File name field.

Setp-3: Then select your desired file type from Save as type drop down menu.

Step-4: Select location to save the file from the navigation pane in the left side of Save
As window. Click on Save.

Press <Enter> or click on [Save].
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When you save your presentation for the first time you will notice that there are a number
of options in the Save as type drop down menu. The two main formats that you will need
are PowerPoint Presentation (.ppt files) and PowerPoint Show (.pps files).

PPT: PowerPoint Presentation files are editable files that automatically open up in
PowerPoint, ready to be worked on.

PPS: PowerPoint Show files ‘open in slide show/presentation mode and are viewable on
any computer that does not have full Power point program.

After saving, you will see the name of the file as the title of the slide.

Entering text in the presentation

® Adding text into the first slide

PowerPoint allows users to add text to the slide in a well-defined manner to ensure the content
is well distributed and easy to read. The procedure to add the text in a PowerPoint slide is
always the same - just click in the text box and start typing. The text will follow the default
formatting set for the text box, although this formatting can be changed later as required. The
first slide has the layout for a Title Slide. The layout has two boxes with a dotted frame. These
boxes are called placeholders.

Step-1:Click on Click to add title and type the Title of your presentation.
Step-2:Click on the lower placeholder, Click to add subtitle, and type your subtitle
Step-3: Click outside the placeholder.
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Content Box
This is found in most of the slides that have a placeholder for adding content. This is indicated

by "Click to add text". As you can see, this box allows you to add text as well as non-text

content. To add text to such a box, click anywhere on the box, except on one of the content
icons in the center and start typing.
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® Adding new text boxes

You can enter additional text boxes in the current slide if necessary. Here are the steps to add
new text boxes in a slide

Step 1: Click on the Text Box icon in the Home menu under the Drawing section or click
on the Text Box icon in the Insert menu.

Step 2: You will get the insert text box cursor that looks like an inverted cross.

Step 3: Click to insert a text box. You can now start typing directly into the text box.

Step 4: Alternately, you can click and drag the cursor without releasing the click to create
a text box

Step 5: Drag circle corner points or square side points of the text box to change its size
Step 6: Click within the Text Box to type text




Insert text box option
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Inserted text box
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Typed text

The size of the text box can be adjusted by selecting one of the edges marked by squares or
corners marked by circles.

Corners




® Moving a Text Box

(NOTE: You can move or rotate any object (Video clip, Picture, Table, Chart etc) in PowerPoint
using the methods described here)

Step-1: Select a Text Box by clicking on it

Step-2: Place the cursor over the Border of the Text Box. The cursor will change to the
move icon (2 crossed arrows)

Step-3: Click-and-drag with the mouse to move the text box
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©® Formatting a Text Box

Step-1: Click on the margin of the text box to Select the Text Box. Then click the right
button of the mouse.

Step-2: Format text box toolbar appears. Select any of your desired option:
Shape Fill- Changes the fill color
Shape Outline- Changes the color, width, line style of outline
Shape Effects- Applies visual effects (shadow, bevel, etc.)
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Font Management

® Change the font on all slides

The basic font in PowerPoint 2010 is Calibri. If you don’t like the font that is part of the
theme you have chosen, you can select another font.

Step-1: Click Design menu.
Step-2: Click Fonts in the Themes group menu.

Step-3: Select your desired font from the Built-in theme list. This will change the font on all
of the slides in your presentation.

Built in theme list

Hm :

i Tranttiant  Animdiand  SBNSN “Review View
& .o 2 | il B s 2o
Page Side ——— g e B :
Setup  Ordrtation = ol b S | Builtin ]

ThHemed

Calibr
Aa Canibr | i
otvice 2
Aa Calibri
LA Cambels

. Arial
fa
"‘"" Times Hew Roman
Oftice Clasnic &

Anal
Aa | s

Fage Nslup

5

Adjacensy
Aa Cambria
e i Calibr

Aawples
Aa Franklin Gothic M...
Frankiin Gaghic Book

Lucida Sa
{iielfet ] LH]
Aa Baak Anm s

Greats Maw Thems Fontt..




® Change the text font, color, size, alignment or spacing on a single slide / text
box

Step-1: Select the font you want to change in a slide or text box.

Step-2: To change the Font select a new font from the Font type drop down menu in the
Home tab.

Step-3: To change font color select Font Color drop down menu in the Home tab.
Step-4: To change font size select Font Size drop down menu in the Home tab.

Step-5: To change alignment select right, left or central alignment button in Paragraph
group in Home tab.

Step-6: To change line spacing select line spacing button in the Paragraph group in
Home tab or click the Paragraph dialogue box launcher and make changes accordingly.
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IMPORTANT: if you wanted to apply all or some of the above changes to every slide in a
presentation, you need to change it on the Master Slide. This is best to do before you start
putting in your information or data onto the slides.

® Formatting Bulleted and Numbered Lists

Bulleted lists form the foundation of most presentations. You can enter up to five levels of
bullets on any slide with a content placeholder. By default, the bullet points you enter are all
first-level, but you can easily demote bullet points to sub-points and promote sub-points to
bullet points. If you have entered regular text paragraphs in a placeholder or an independent
text box, you can convert the text to a bulleted list or a numbered list. (Numbers are
appropriate for items that must appear in a specific order.) You can also convert a bulleted list
or numbered list to regular text paragraphs.

The basic look of the bullet points and sub-points is determined by the formatting prescribed
on the slide master. However, you can customize a bulleted list by using basic formatting
techniques. You can also change the size, color, and symbol of the bullets.

Step-1: To convert selected text to a bulleted/ numbered list first place the cursor at
the beginning of the text.

Step-2: On the Home tab, in the Paragraph group, click the Bullets / numbering button
and select desired bullet / number.

Step-3: To demote a bullet point to a sub-point, place the cursor in the bullet point. On
the Home tab, in the Paragraph group, click the Increase List Level button.

Step-4: To promote a sub point to a bullet point, place the cursor in the bullet point. On
the Home tab, in the Paragraph group, click the Decrease list level button.

Step-5: To change the bullet/ number type, place the cursor in the bullet / numbering
point. Click Bullet / Numbering drop down menu on Home tab, in Paragraph group and
select your desired bullet / number.
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Inserting and formatting objects

Microsoft PowerPoint lets you add Tables, Shapes, Charts Pictures, Movie clips and many other
objects to your slides. The steps of inserting any object are the same.

Step-1: Click directly on the Non-text content icons inside the content placeholder in the
slide. Or,

Step-2: Click on the Insert tab. In the Ribbon tab and select the buttons to insert objects
like a table, chart, shapes, symbols, smart arts, video and audio clips.

Step-3: To format the inserted object, select the object the do necessary changes from
options under Format tab.

Insert ribbon
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® Formatting an Image

You can format an image using the Format tab ribbon.

Insert picture button
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e You can adjust brightness, contrast or color variation from Adjust group menu
e You can apply preset border/shadow styles from Picture Styles group menu
e You can also manually crop the picture to your desired size.

® Formatting a Table

You can format a Table using the Design and Layout tab ribbon under Table tools
e Table styles — Changes the design of the table. You can choose from preset designs or

manually edit the outlook by changing the Shading and Borders options.

e Rows and Columns - In the layout tab use Rows & Column group buttons to add or
remove a row or column.

e Cell size — Adjust the row heights and column widths. If you want equal height or equal
width for all the rows or columns, click on the Distribute Rows or Distribute Columns
respectively
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Table Format Tools
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® Adding a Chart/Graph

Step-1: In the Insert tab ribbon, click on the Chart button. The Insert Chart dialogue box
appears.

Step-2: Select the chart type you want to use and click OK. Two windows appear, the
original Powerpoint window with the chart in one slide and an Excel data sheet.

Step-3: Add data in the excel data sheet and the chart values in the Powerpoint slide
changes automatically.
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® Formatting

Double-click anywhere on the chart to activate the Chart Tools Tab with Design, Layout and

Format buttons

a Chart

T e — You can select any different type of chart
Brings up the Excel data sheet. Used to add, delete or
Design Tab Edit Data edit existing data.
Choose from a set of default Layouts. Useful for quick
Chart layouts B
modifications
Chart styles Changes the design and color of charts.
Chart title Add a title of the chart
Axis Title Add titles for both the Horizontal and Vertical Axes.
You can choose whether you want a data legend or not.
Legend Also select position of the legend (left, right, top or
bottom)
Layout Tab You can add data labels (either actual value or
Data lebels percentage or both) to each part of chart (each column
in this instance)
You can chose among no gridlines, major or minor
Gridlines gridlines or both major and minor gridlines. This can be
done in both horizontal and vertical axes.
You can change the shape of chart, fill the chart area
Shape Styles with particular color or add special effects like 3-D
rotation, shadow etc.
WordArt can be added and their styles can be changed,
Format Tab LA s 0 outline or fill the WordArt with cox;or and add effeits
You can change alignment of chart, bring it forword or
Arrange .
send it backward.
Size The size of the chart can be changed here

After editing these components, the chart may look like this-
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® Adding and modifying a movie clip

Step-1: In the Insert tab ribbon, click on the Video clip button. The Insert Video dialogue
box appears.

Step-2: Browse and locate the video file then click OK.

Step-3: To edit a video clip click on the Video Tools tab and choose appropriate options in
the Format and Playback menus.
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Rearranging slide

You can rearrange slides from two views in PowerPoint - Normal View and Slide Sorter View.
Given below are the steps to rearrange slides from different views.

® Rearranging slides in the normal view

Step 1: Select the slide to be moved

Step 2: Left click on the slide and drag it to the position in the sequence where you want
to place it. Insert position will be indicated with a line in-between existing slides.

Step 3: When you get to the right position release the left click button to insert the slide.
Alternately you can also cut the selected slide and paste it back in the sequence.
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® Rearranging slide in slide sorter view

Step 1: Open the slides in slide sorter view and select the slide to be moved.

Step 2: Left click on the slide and drag it to the position in the sequence where you want to
place it. PowerPoint will indicate the insert position with a line in-between existing slides.

Step 3: When you get to the right position, release the left click button to insert the slide.
Or,

Alternately you can also cut the selected slide and paste it back in the sequence as shown
below.
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Applying a theme

The primary formatting of a presentation is dictated by a theme—a combination of colors,
fonts, formatting, graphics, and other elements that gives the presentation a coherent look.
Even a presentation developed from scratch has a theme, albeit one that consists of only a
white background and a basic set of font styles and sizes. You can change the theme applied to
a presentation at any time by selecting one from the Themes gallery.

Step-1: (To apply a different theme) On the Design tab, in the Themes group, click the
Drop down button and then click the thumbnail of the theme you want.

Step-2: (To change the theme colors, fonts, or effects) On the Design tab, in the Themes
group, click the Colors, Fonts, or Effects button. In the corresponding gallery, click the
color scheme, font set, or combination of effects you want.

®
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® Formatting background of slides

Step-1: On the Design tab, in the Background group, click the Drop down button and then
click Format background

Step-2: In the Format background dialogue box select Solid fill, Gradiant fill, Picture,
texture fill or Pattern fill as you want. You can also choose the color from Fill color drop
down menu.
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Slide master

When you want to change the formatting of all the slides in a presentation, or of all the slides of
a particular layout, often the fastest method is to make the change to the slide master. When
you create a new presentation, its slides assume the formatting of the presentation’s slide
master, which by default contains placeholders for a title, bullet points, the date, the slide
number, and footer information.

Step-1:Click on View tab the go to Slide master view in Master views group. A Slide
Master tab is added to the ribbon.

Step-2:Click on the Slide Master tab. Here you can make necessary changes in the
layout, theme, font, color, background color, texture, graphics etc. You can also add
logos or repeating texts that will also appear in every slide.

Step-3: In the Slide master view in the Close group, click on Close master view

Step-4: Insert a new slide. This will be similar to the changes you’ve made in Slide master
view.
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Set up presentation

® Add slide transitions

Step-1: Select a slide from the Navigation pane. Click on Transitions tab. Slide transition
ribbon appears.

Step-2: Select your desired transition style for the that slide from the list. Click on Preview
button to the left of Transitions panel to preview the transition style.

Step-3: If you want similar transition style for all the slides then, first Select all the slides in
the Navigation pane. Then select the desired transition style.

Step-4: From the Timing group in the same ribbon you can change Sound, Duration and
Advance slide options of the transition style. Then click Apply to all.
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® Adding Animations
In addition to having transitions between slides, you can add animations to objects such as
textboxes and images on each slide. Animations can make your presentation more interesting
and can add emphasis to important elements. Be careful not to add too many animations as
this can be distracting for your audience.

Step 1: Click inside the content placeholder of a slide with bulleted list in it. Then click on
the Animations tab at the top ribbon.

Step 2: Click Add Animation button. A list of animation appears. Select your desired
animation from the list. The slide is highlighted in the Navigation pane with a Play
animation button. In the Content placeholder, serial number appears before the bullet
points indicating the serial of appearance during animation play.

Step-3: If you want to give different animations to different points then, first select the
text in that bullet point then add different animation from animation list.
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® Set Up the Slide Show
If you are presenting your slideshow to an audience, you can set up how you want it to run by
specifying the settings in the Slide Show tab. There are a number of options that you can set

including the Show type, Show options, Show slides and Advance slides. Once you are happy
with your settings click OK.

Step-1: Click on the Slide Show tab. Click Set Up Show.

Step-2: Select the slide numbers for show, select Advance Slide option, Select Monitor,
Select Show options then click Ok.

Step-3: If you want to set up a customized slide show, click Custom Show button. Then
click New then, select the slides to be presented. Click Add, then click OK.
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® Adding Slide number, Date and Footer
You can add the following further information to the bottom of each slide:

e A footer which can be used as a convenient area to add your name, the title of the
presentation or copyright information

e The date that the presentation was last saved (or the current date)

e The slide number

Step-1: Click on the Insert tab at the top and click Header & Footer, Slide number or
Date & Time. Clicking on either will bring the following dialogue box-

Step-2:
To put in a date, click the Date and time option from a range of different formats
To add slide numbers, click Slide number
To add footer text, click Footer, and type your text

To put this information onto all of the slides, click Apply to All

To add information to the bottom of your slides:
e Click on the Insert tab at the top and click Header & Footer, Slide number or Date & Time.

Clicking on either will bring the following dialogue box

Header and Footer Dialogue Box Header & Footer Button
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® Run the Presentation

Step-1: (To start presentation from the beginning) Click From Beginning button in the
Start Slide Show group in Slide Show tab Or, simply press F5 key from the keyboard.

Step-2: (To start presentation from the current slide ) Click From Current Slide button in
the Start Slide Show group in Slide Show tab Or, press Shift+F5 in the keyboard Or, click
Slide Show button in the status bar at the lower end of the slide.
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Slide Presentation Wiew

20

» Step-3: click on Microsoft Office
* Step-4: Search for Microsoft Office

PowerPoint 2010 from the sub menu and click
it

® Printing the Presentation

Step-1: Click File tab then, click Print button then, select printer.

Step-2: In the Settings menu, select the number of slides to be printed (All slides/
Current Slide/ Custom range/ Print Selection)

Step-3: Select an option from Slide Per Page button (1/2/3/4/6/9/Notes Page/ Frame
Slide)

Step-4: Select color mode (Color/ Grayscale / Black and White)
Step-5:Click Print button
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@ Closing the presentation
It is always a good idea to close your presentation before coming off the stage or dais (do not
leave this job for the next speaker!). At the end of your presentation just press [Esc] and close
Microsoft PowerPoint by clicking the Red cross at the upper-right corner.

Tips to improve your presentation

Decide on the goal of the presentation — PowerPoint presentations can be informative,
educative or persuasive. Decide how much you want your audience to know at the end of
the presentation.

Know your audience and create accordingly — Create your presentation according to your
target audience and their level of understanding.

Create an outline first, so that no important content is left out—It is still important to write
down the basic outline of the presentation before actually starting with it.

Select colors that have high contrast — When designing your slides, pick colors that have
high contrast so that the text and graphics can be easily seen.

Pick fonts that are large enough — Preferred font size is 28-32 pt, with 24 pt being the
minimum. Title font size should be 36-44 pt. Remember that room and screen size impacts
the font size.

Use bullet points — Instead of full sentences, use bullet points to deliver the key ideas on
your slides. When using bullet points, make sure not to put too much information on a slide.
The 6 by 6 guideline is a good one to keep in mind — on average, each bullet should have no
more than 6 words and each slide should have no more than 6 bullet points.

Animate wisely — Too much animation is distracting to the audience. For instance, when
using bullet points, build them up one by one on the slide using the simple Appear
animation effect. This way, you can speak to each point individually and the audience will
know which idea you are expanding upon. The preferred build effect is the Appear effect
where the text or object just appears in the correct spot on the slide.

Use visuals instead of text—When possible, look for ways to use a visual, such as a graph,
diagram or photograph, to illustrate the point you are making instead of slide after slide of
text. Audiences respond better to visuals that get them thinking.

Practice, no alternative —There is no substitute for practice. Practice everything you plan to
say, but do not memorize it because a memorized speech sounds "robotic" and not like a
conversation, the way a good presentation should do.

Be prepared for mishaps — Anything and everything can go wrong during your presentation.
Laptop, projector, screen, lightings, microphone and so on. So be mentally and physically
prepared. Keep a hard copy with you at all time. It is better if you can provide handouts to
the audience also. Be prepared for questions.

®
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@ Early days of Computer

The computers were initially individual machines; people were looking for the
opportunity to connect them. Every computer was alone and did not have the ability to
communicate with other computers. Information stored in one, need to be carried physically
from one computer to another.

® Networking of Computers

In early 1960s, Defense Ministry of the United States of America was worried about a nuclear
war. They were anticipating that a nuclear attack would destroy important computers.
Logically, they were looking for an alternative for their military to continue to control their
missiles and planes when vital computers would be blown.

The scientists started experimenting with ways to connect computers. By developing
network between the computers, the military scientists could ensure that no single
computer was vital. They assured that if few computers were destroyed, others would
continue to work. In the early stage, only couple of computers was connected by using
telephone lines. However, the benefits of networking computers were soon realized. The
universities, scientists and libraries also started developing networks. Within few days,
different networks were interlinked, creating networks within networks. The birth of Internet
happened.

@ Information Overflow

Initially, the use of Internet was pretty difficult. After some time, an interface was created
that made it easy for anyone to use the Internet. Common people found that they could
use the 'Net' to get information about anything or on any topics. In addition, they
revealed that anyone with Internet access could place information onto the Net for others to
share. That was the beginning of a new era of communication.

@ The Opportunities of Internet

The Internet is only a network of computers. Initiated with ten or twenty connected
computers, this has grown to about !fty million computers - and it's still growing. Whenever
you are working in any computer connected with Internet that means, you are becoming
part of that network of million computers. Day by day, the Internet is gradually becoming the
endless source of information. As a doctor, you always need lots of updated information, for
which you can easily rely on Internet. Actually, the utility of Internet is increasing like, you can:

. write to friends, colleagues and researchers

- access information from a wide range of sources

. subscribe to online journals

. search information in the known databases

- submit articles in the scientific journals

. appear online examinations

. register online in scientific seminars and workshops



- provide telemedicine or online consultation
. teleconference with other professionals

. download books, manuals, modules etc.

. doyour banking

- watch movie trailers

. listen to music

. go shopping etc. and much more.

® Getting Online

You are online, whenever your computer is connected to the Internet. Your computer is
connected with Internet through cable, modem or Wi-Fi receiver. However, you need a few
components to get connected and to work with Internet:

- Computer

- Broadband connection through cable
- Modem

- Internet Service Provider (ISP)

- Wi-Fi receiver

@ Visiting Websites

Your computer should be connected to internet. Next, you must 'launch’ or open your web browser
program. There are several web browsers available like Microsoft Edge, Google chrome,
Mozilla Firefox.

® Motzilla

Mozilla is free, open source software that is directed towards keeping the Web an open
shared public resource. Ensures that everyone, everywhere is entitled to the safest, fastest
and best possible online experience
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® Google Chrome

Google is a freeware web browser developed by Google LLC. It was first released in September

2008, for Microsoft Windows, and was later ported to Linux, MacQOS, iOS.
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® Common buttons in a browser

Look to the top of your screen, and you'll find that you are looking at something that looks
exactly like, or similar, to the image displayed below. This is called your browser's "toolbar". It
is used for easy navigation of the Internet.

Back-Forward-Reload- Add New Tab-Address Bar-Add Bookmark-Tools

Back

Return to previous web page. This button will allow you to click it as many times as you
wish, and it will keep following back your "trail" of where you've been, until you reach the
first page you viewed when you [dst sat down.

Forward

Exact opposite of BACK button. Click this button to go "forward" along the "trail" of where
you have been. If you never clicked the BACK button, you cannot click this button, and it
will appear "grayed out", as it does in the above image, because it cannot tell the future.

Reload

This will re-load the current page. This makes sure you are viewing the most recent version
of the page; useful while on a news website, like www.cnn.com

Bookmark

This will open a bar where you can tell the computer, using the ADD button, to remember
the website you are currently viewing. This is useful if you aren't able to write down the
address or remember yourself. It gives quick access to your favorite places.

Address Bar
This is where you enter the web address (URL) of a website that you want to visit.

Tools
With this button you can enter browsing history and other browser settings and change them

as necessary.



©® Email

E-mail i.e electronic mail is the same thing as regular mail that are sent from computer to
computer or from a computer to a mobile phone or from a mobile phone to another mobile
phone. There are a number of e-mail service providers in the world, the most renowned being
Gmail and Yahoo. To send an e-mail you need to have an account with any e-mail service

provider.

Open your internet browser and type https://www.google.com/gmail/ in the address bar and

hit enter. The following window will open up.

Click create account and fill up the information boxes. Then click next. An e-mail account will be

created.
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Sending Mail

Open the sign in page of the e-mail. Type username and password and click next. The following
window will open up:
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An window will open up for new e-mail.

MNow Mossogo — L

ce |

D, Mur Mahammad Shanf As Shams
MEES: FECPS (Surgsry)

Junior Consultam (Surgerny )

Gangral Haapital

Earidgur

Eh 01914385877

To: Please type the email address of the person you would like to send the message to. You
can also send to multi-addresses by typing all the addresses and separate each one with a
comma (,).

Cc: Please type the address where you would like a "carbon copy" to be sent. The carbon
copy will look the same as the message the person inthe To: field receives.

Bcc: Please type the address for where you would like a "blind carbon copy" to be sent. This is
the same as a carbon copy, except the people in this field cannot tell who else you sent the
message to.

Subject: Please type the subject of the message. It can be anything you like

Text of the email: Write the email message itself in the very large blank white space
underneath it. After you have completed the message, look for a button labeled "send";
press it.

Attachments: An attachment is a picture, a letter, a document etc. that is sent along with the
email. The person on the receiving end of the message will see that there is something
attached to it and will have the option to open the attachment or let it remain unopened.

To send an attachment, start composing a regular email and please look for an attachment

button which looks like a paperclip. Click it, an insert window will appear. Then locate the
object you want to attach in your computerin the browser window and press attach.

®



® Receiving Mail
To see if you have any new e-mails first sign to your e-mail address. Then click the inbox button.
You will get a list of e-mails in the inbox. New e-mails will be highlighted. Click on the e-mails to
read what is inside.

@ Spam/Junk Mail
Spam is one of the unavoidable annoyances of email. Spamming is when you receive
unwanted advertising. It's the email equivalent of junk mail. DO NOT open any attachment
sent with a junk mail. It puts your e-mail account security at risk.

@ Searching Websites

Finding what you want on the Internet is kind of like searching for a needle in a haystack.
However, please do get discouraged. Just think that you have a friend, named Saifuddin
Ahmed, and you can't remember his phone number. If you look for "Saifuddin" in the phone
book, you would be faced with an overwhelming number. However, you can narrow the
search by using his last name and anything special like Dr. or Prof or ENT. The same is true for
the seemingly hopeless Internet search. To help you [Ad what you are looking for on the World
Wide Web, please follow the instructions below.

FIRST - Use known "search engines". These search engines provide a service, free of charge,
to anyone who wishes to use them. A good one is Google.
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SECOND -Input the word(s) or phrase(s) that you wish Google to find for you. It will take those
words or phrases and search as many websites as it can, and tell you which sites contained the
words or phrases you typed in. So, if you type in Bangladesh College of Physicians & Surgeons, it
will return 14,100 or so sites that have all the words like, Bangladesh College of Physicians &
Surgeons somewhere on the page

@



@ Refining Your Search
If you were paying close attention in the above steps, you would have noticed that
"Bangladesh College of Physicians & Surgeons" returns huge amount of search results. The tips
to reducing those results, and therefore being presented with only relevant information, are all
in the words that you choose.

Google, in effect, does a "word search" of the Internet when you type in words or phrases to
look for. If your word, Bangladesh College of Physicians & Surgeons for example, turns up
anywhere on any page, Google will present that page to you as a result. So, BE SPECIFIC!!!

@ Use quote (" ") to search exact phrase:

While you are looking for Bangladesh College of Physicians & Surgeons, you should type into
Google "Bangladesh College of Physicians & Surgeons", not Bangladesh College of Physicians &

Surgeons. This step will reduce more than 14 thousands search results from the list.
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@ Follow this three-step approach:
1. Prepare your search before you sit down. If you know exactly what it is that you
would like to find online, then you will know exactly what words will work best.

If at first you don't succeed, try and try again. It is very likely that the first search you
attempt will not give you the results you are looking for. It is important to look at what it
is you want, what you typed in, and what came up as results. You should immediately
try to change your words to be more effective.

3. Use more advanced search technique, after you become experienced.



@ Tips for Advanced Search Options

To fully understand why those dozens of searches you kept on trying didn't work, you must
[ist understand what is going on through the "computer's eyes". When words of phrases are
typed into the search box, the engine will scavenge the Internet and [dd websites that

contain the words you type in. So, it is extremely important to be as specild as possible in
choosing which words to type into the search engine.

BOOLEAN coding consists of three main commands that you can give a search engine (Google

accepts all codes mentioned here, but please know beforehand, which search engines accept
which BOOLEAN command).

This ishow BOOLEAN is entered into a search engine! The first command is AND:

po me

Type poverty AND crime

3 poverty AND crime - Google Search - Microsolt Internel Explorer - ET
Fie [ view  Pavockes  Took el F -
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With the command of AND used during this search, we have narrowed the list of results
the search engine gives us to only those websites that contain BOTH words. This is useful
when we want to [nd information on how poverty is related to crime. Most search engines
consider a simple space as the AND command. The search found 18.9 million results.
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This second Boolean command is OR:

poverty OR crime

3 paverty O erime - Gaople Seareh - Micransii Internal Fxplorer
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This command will narrow our search to include all websites with either word contained
inside. If a websites contains the word poverty, it will be a result. If it only contains the word

crime, it will also be a result. If both words are contained in the website, it will still be a
result. The search resulted in 360 million entries.

The third command is NOT:

poverty NOT crime
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This command, as shown by the illustration above, will eliminate whatever word follows the
"NOT" command. If we are doing a search that brings up results that we do not want, we can
tell the search engines to eliminate a word from its search. If we found that while searching
for poverty information the word "poverty" came up quite a bit, and we did not want that,
we can type "NOT crime" and it will eliminate that word from our search. The search resulted
in 14.8 million.

® Advanced Search Options

Most of the Search Engines offer advanced search option, where you will be allowed to
additional logical restrictions on the search item like where to search, whether exact phrase
or not, unwanted words (if any), type of fileto be searched, preferred language etc.

® Search Engines

Google (http://www.google.com.bd)

Google is now widely recognized as the world's largest search engine - an easy-to-use free
service that usually returns relevant results in a fraction of a second. Google's mission is to
organize the world's information and make it universally accessible and useful.
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@ Yahoo (http://www.yahoo.com)

This is a search Engine, but also provides directory service.
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@ Google Scholar (http://scholar.google.com)

Google Scholar provides a simple way to search for scholarly literature. You can search across
many disciplines and sources: peer-reviewed papers, theses, books, abstracts and articles,
from academic publishers, professional societies, preprint repositories, universities and other
scholarly organizations. Google Scholar helps you to recognize the importance of a

particular research by calculating the number of citations in scholarly articles.
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© Searchable Medical Webpages

® Pubmed (http://www.ncbi.nlm.nih.gov/sites/entrez)

PubMed, the most dependable and authoritative resource of medical journals,
available via the NCBI Entrez retrieval system, was developed by the National Center for
Biotechnology Information (NCBI) at the National Library of Medicine (NLM), located at
the U.S. National Institutes of Health (NIH). PubMed provides access to bibliographic
information that is included in MEDLINE,
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©® Pubmed to locate other Resources
To search Clinical Trials being carried out throughout the world, please click on
ClinicalTrials.gov link at the bottom left of the Homepage of PubMed.
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@ Clinical Trials (http://www.clinicaltrials.gov)

This includes clinical trials currently being conducted in 154 countries of the world
with a total of 54,000.
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® Cochrane Collaboration (http://www.cochrane.org)

The most reliable source of evidence in health care. The Collaboration provides a link to an
excellent Search Engine of medical review, Cochrane Library.
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© Cochrane Library (www.cochrane.org)

As a clinician, you are under constant pressure to have high-quality, up-to-date evidence at your
[hgertips. In practice, this can be extremely difficult: demands on your time are high and the
rate of publication of biomedical research articlesis estimated to be around

5000 per day !!! The Cochrane Library provides fast access to the most reliable evidence on
which to base your practice and/or research.
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Medscape (www.medscape.com/home)

Provides updates, journals, references, news of conferences and CMEs as well as serve as
resource centre. Email alert can be activated by registering, which is free.
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@ Introduction to PubMed

® About Medline and PubMed

MEDLINE is the NLM's premier bibliographic database that contains references to journal articles
in the life sciences with a concentration on biomedicine. The database contains citations from
1950 to the present, with some older material. PubMed provides access to bibliographic
information that includes MEDLINE. Entrez is the text-based search and retrieval system for
different services offered by PubMed. PubMed provides access to citations from biomedical
literature as well as access to full-text articles at journal Web sites and other related Web
resources.

If the Web address of PubMed is not known, then you can end that by conducting a search
using the word pubmed in Google.
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Then clicking on the PubMed Home, you can open the Homepage of PubMed. Please save
this as the favorite, because you will need this service frequently.
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@ Using PubMed as Search Engine
For example, we are trying to work with a research question on use of chloroquine in cerebral
malaria patients. When we enter a common disease name, like malaria, we get many as these
search results! More than 50,000.
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Therefore, it would be appropriate to go for a more "restricted search". Search for "cerebral
malaria". Observe that the number of search results has fallen rather steeply, only 2110.
Approximately to less than one-twentieth!!
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And then, we decide to add "chloroquine" to that search. Now the results are a much better
ollonly 182. We may similarly add more search words to improve the number of results.
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Limiting Search Result by Limits Option

PubMed provides number of features to improve search results and to make that
appropriate to your research area. By clicking on Limits, you can limit your search by using
dilérent options like, particular author, particular journal, date of publication, human or
animal, gender, age, type of article, language etc.
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@ Introduction to HINARI

Health InterNetwork Access to Research Initiative (HINARI)
www.who.int/hinari/about/en

The HINARI program, set up by World Health Organization (WHO) together with major
publishers, enables developing countries to gain access to one of the world's largest
collections of biomedical and health literature. Over 3750 journal titles are now available
to health institutions in 113 countries.
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To get the benelis of improved access through HINARI, you need to login and therefore
you require a User name and a Password.
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® Searching PubMed through HINARI

PubMed can also be searched through HINARI In that case, the server will recognize you
automatically and therefore after (Inding the article, in PubMed, you can have access
through HINARI spontaneously. For that purpose, Please click on the "Search HINARI journal
articles through PubMed (Medline)" option.
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Finding and subscribing email alert service

HINARI also helps you to [nd the journals of your subject and to go to the homepage of that
journal, where you can subscribe for the email alert service free of charge. This service will
enable you to remain updated on your area of interest.
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©® Opening the Homepage of the desired Journal

Journal titles of the desired discipline (Internal Medicine) appeared as list.
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Scroll to the desired journal name and then click on the name (New England Journal of
Medicine) of the journal to go to the homepage of that journal.
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@ Activate the email alert service from the Homepage of the Journal

Click on the link for "Sign up for e-alert" or e-toc service completing a brief form on the
Homepage of that journal.
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® Mailbox after activating email alert service
After registering to few journals for email alert, your mailbox will look like this. You just click on
the name of the journal to see the electronic table of content.
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® Email alert containing Table of Contents
Please note that, in case of some journals, you will receive the alert even a day before the
journal released. New England Journal of Medicine, the Table of Content for 12
February 2009 issue was received on 12 February 2009. Now, you can click on the title of the
article that attracts you to see the full text (if the access is not restricted). Your Mailbox will
be converted to the launching pad for you to gather information according to your requirement
and interest.




@ Social messaging platforms
® WhatsApp

WhatsApp Messenger is a freeware and cross-platform messaging and Voice over IP (VolIP) service
owned by Facebook. The application allows the sending of text messages and voice calls, as well
as video calls, images and other media, documents, and user location. The application runs
from a mobile device though it is also accessible from desktop computers; the service
requires consumer users to provide a standard cellular mobile number. Originally users could only
communicate with other users individually or in groups of individual users.
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® Viber
Viber is a cross-platform instant messaging and voice _over IP (VolP) application operated
by Japanese multinational company Rakuten, provided as freeware for the Microsoft
Windows, macOS, Linux, Android and iOS platforms. It requires a telephone number to
operate. In addition to instant messaging it allows users to exchange media such as images and
video records..




® Research Gate
Research Gate is a social networking site for scientists and researchers to share papers, ask and
answer questions, and find collaborators. According to a study by Nature and an article
in Times Higher Education, it is the largest academic social network in terms of active
users, although other services have more registered users and more recent data suggests that
almost as many academics have Google Scholar profiles.
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